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1. INTRODUCTION  
The Department’s vision is to be an inclusive organisation with a high performing, empowered, valued and supported 
workforce, and is committed to affording all employees with some type of flexibility in their roles. Flexible work 
arrangements aim to give our employees a meaningful level of control over when, where and how work is 
accomplished. 

The Whole of Victorian Government Flexible Work Policy and guidance shifted the pre-pandemic starting position of 
five days a week in a primary office location to a starting position of three days for full-time employees. This provides 
all employees with the opportunity to have a flexible work arrangement where they can work remotely for two-days 
per week if they wish. Some staff may also wish to request additional working remotely arrangements.  

PURPOSE OF THESE GUIDELINES 

The purpose of the Working Remotely Guidelines is to provide employees, managers and delegates with specific 
information in relation to developing and implementing remote working arrangements. 

These Guidelines are to be used in conjunction with the Flexible Work Policy - Corporate Workforce and the Flexible 
Work Implementation Guide.  

THE CASE FOR REMOTE WORK 

Remote work arrangements that supports and promotes the needs of the individual and the Department can play an 
important role in: 

• attracting and retaining highly skilled, competent and diverse employees 
• improving productivity 
• increasing employee engagement 
• reducing environmental impact through reduced travel 
• reducing absenteeism 
• contributing to improved employee health and well-being 
• improving work/life balance 

To ensure that working remotely enhances organisational goals, arrangements need to be based on reciprocity, 
proactive planning, personal accountability and informed judgement. 

ROLES AND RESPONSIBILITIES 

Employees are responsible for: 

• complying with the conditions agreed to in their flexible work arrangement  
• ensuring security and confidentiality of work undertaken remotely 
• considering the impacts that flexible work arrangements may have on colleagues and other stakeholders and 

working with managers/delegates to address them openly and transparently 
• maintaining appropriate communication links with your colleagues  
• taking reasonable care of personal health and safety at the remote work location, consistent with the 

Department’s Occupational Health and Safety requirements  
• regularly reviewing the arrangement with their manager and discussing any changes (at least every 6 months) 
• advising the manager of changes to relevant details such as contact information. 
See:  

Working from Home Safely and Productively  

Delegates and Managers are responsible for: 

• taking a strategic approach to working remotely and ensuring that the achievement of business objectives drives 
flexible work planning 

• building a climate of trust, accountability and responsibility to support working remotely 
• applying the Flexible Work Guiding Principles and following the processes set out in Department policy 
• considering the impacts that working remotely arrangements may have on colleagues and other stakeholders and 

working to address them openly and transparently 
• consistent and transparent decision making 

https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Policy-VPS.pdf
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
https://www.education.vic.gov.au/hrweb/Documents/OHS/Workingfromhomesafelyandproductively.docx
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• setting reasonable and realistic performance indicators 
• ensuring that the proposed remote workplace meets the Department’s Occupational Health and Safety 

requirements 
• ensuring that the employee has the equipment and other requirements that they need to carry out their duties 

from the remote location 
• regularly reviewing the arrangement with their employee and discussing any changes (at least every 6 months). 
See: 

• Working from Home Safely and Productively  

Working remotely arrangements: 

• can only be undertaken with mutual agreement 

• are not a substitute for child care, family or ‘carer’ arrangements 

• should be documented in accordance with these Guidelines and the Flexible Work Policy - Corporate Workforce 
to ensure the arrangement is clear and there is a mutual understanding of expectations and responsibilities of 
managers, delegates and employees 

• are generally not transferrable to new roles. 

2. WORKING REMOTELY CONSIDERATIONS – OHS, 
EQUIPMENT SECURITY & INSURANCE 

 OCCUPATIONAL HEALTH AND SAFETY 

Managers and delegates have obligations under the Department’s Health, Safety and Wellbeing Policy and are 
accountable for the health and safety of employees under their management.  

Managers and delegates need to ensure that the proposed remote workplace is a safe and healthy environment in 
which to work and that employees are provided with instructions, information or training so that they can perform their 
work safely and without risk to their health. It may be necessary to arrange a safety inspection where concerns have 
been raised regarding the remote work location. 

Employees are expected to cooperate with their employer to ensure the requirements of Occupational Health and 
Safety (OHS) legislation are met. As a minimum, employees should complete the ‘Work Area Checklist’ included in 
these Guidelines (See Appendix A). This short self- assessment checklist has been compiled from the ‘Office Safety 
Checklist’ by WorkSafe Victoria with home offices in mind.  

In the event of any concerns being raised in relation to OHS issues, further assistance should be sought from the 
Department’s OHS Advisory Service prior to proceeding with the proposed arrangements. 

See:  

• Health, Safety and Wellbeing Policy 

• WorkSafe Victoria 

• OHS Advisory Service 

EQUIPMENT 

Employees and manager/delegates should discuss arrangements relating to equipment, furniture, services, and 
software required to undertake remote working and agree on what will be provided prior to the arrangement 
commencing. This should be recorded in writing (for example, the manager confirming the equipment provided to the 
employee via email).  

See:  

•  Guidance on equipment for remote and hybrid work 

https://www.education.vic.gov.au/hrweb/Documents/OHS/Workingfromhomesafelyandproductively.docx
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/hswpolicy.aspx
https://www.worksafe.vic.gov.au/
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/hswpolicy.aspx
https://www.worksafe.vic.gov.au/
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/ohsworksafecontacts.aspx
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/3452/support_and_service_(corp)%252Femployee_guide_to_covidsafe_offices%252Fcovidsafe_buildings_and_offices%252Fequipment_for_remote_and_hybrid_work_guidance
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SECURITY 

When working from home or remotely, employees must continue to safeguard sensitive information and keep full and 
accurate records of activities and decisions, in accordance with Department Records Management and Acceptable 
Use policies and guidelines.  

See:  

• Knowledge and Records Management in Hybrid  

• Records Management Policy  

• ICT Acceptable Use Policy  

INSURANCE AND INDEMNITY 

If an employee suffers an injury while working remotely, and the employee’s employment is a significant contributing 
factor to the injury (within the meaning of the Workplace Injury Rehabilitation and Compensation Act 2013) benefits 
will be payable in accordance with that Act. 

Standard procedures for reporting and lodging claims for compensable injuries under the Workplace Injury 
Rehabilitation and Compensation Act 2013 will be covered by the Department’s WorkSafe insurance policy. The 
employee must comply with the Department’s policies and procedures for notifying and managing compensable 
injury set out in the Workers’ Compensation Management Manual. 

In the event that an employee is held liable for injury arising from working remotely, and such liability is directly 
related to the employee’s employment (in accordance with and subject to limitations contained in the Public 
Administration Act 2004 and Regulations and any Departmental policies and work practices) the Department will 
indemnify the employee for that liability. 

To minimise the Department’s exposure to public liability claims from people injured by Department owned equipment 
or in a Department workplace, it is necessary to define an area in the remote workplace as a Designated Work Area 
and to limit access to this area. This includes excluding children and others from the remote office during working 
hours and restricting use of the Department’s equipment to work related tasks only.  

Department equipment located in the remote workplace is covered for loss or damage by the Department’s insurance 
schemes on the understanding that ‘reasonable care’ is taken by the employee and that the loss or damage was 
caused by: 

• fire or explosion    
• burglary (through forced entry)  
• storm and tempest  
• lightning and thunderbolt  
• vandalism  
• electric power surge 
• action of insects or vermin in plague proportions 
• any other disasters 

In this context ‘reasonable care’ is defined as a responsible approach to security by individuals including appropriate 
storage arrangements for equipment and the physical security of the location. 

Loss or damage to equipment will not be covered if there are no signs of forced entry or the damage does not fall 
within operational guidelines of the Department’s insurance schemes.  

See:  

• Workers' Compensation Management Manual 

Important:  

As public liability provisions of household insurance vary, employees are advised to check their personal home and 
contents insurance to determine public liability coverage and whether working from home invalidates their policy. 

Employees must not allow clients or members of the public to attend the remote workplace during designated work 
hours. In person work related meetings should not be held at the remote workplace. 

 

https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/3206/support_and_service_(corp)%252Fcoronavirus_and_working_from_home%252Fhybrid_working%252Fknowledge_and_records_management_in_hybrid
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2581/policies_(corporate)%252Fdata_and_information_management%252Frecords_management_policy_%25E2%2580%2593_corporate_records
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/3042/policies_(corporate)%252Finformation_technology%252Fict_acceptable_use_policy
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/worksafemgtkit.aspx
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3. PREPARING, EVALUATING AND IMPLEMENTING 
WORKING REMOTELY REQUESTS 

Employees, managers and delegates should work through the appropriate Flexible Work resources when requesting, 
evaluating and implementing a flexible work arrangement, including requests to work remotely. There are a number 
of resources available to assist employees and managers with the process. The Flexible Work Implementation Guide 
for a detailed overview of the process for both employees and managers.  

See:  

• Flexible Work Implementation Guide 
• Flexible Work Team Planning and Discussion Guide  
• Flexible Work Self Assessment  
• Flexible Work Evaluation  

ASSESSING SUITABILITY FOR WORKING REMOTELY 

Remote working requests should consider the following:  

• If the nature of the employee’s role conducive to a flexible work arrangement 
• Any potential issues and how they will be managed 
See:  
• Flexible Work Evaluation  

FLEXIBLE WORK AGREEMENTS 

Once a proposal for remote working has been discussed and managers and employees have agreed on a suitable 
arrangement, the employee needs to complete the Change of hours, work schedule or flexible work arrangement 
request in eduPay for delegate approval. This also applies to staff planning to work two days remotely in line with the 
Whole of Victorian Government guidance on remote working. Once approved, this is a record of the agreed 
arrangements.  

Additional notes about the arrangement including compliance with OHS obligations, equipment issued, roles and 
responsibilities of each party and when the arrangement will be reviewed should be documented and provided to the 
employee by the manager.  

Arrangements must be reviewed every six months as a minimum.  

Where a flexible work arrangement seeks to alter an employee’s terms and conditions of employment, an Individual 
Flexible Arrangement (IFA) is required (refer to Clause 9 of the Victorian Public Service Enterprise Agreement and 
Clause 60 of the Nurses (Department of Education and Training) Agreement. IFA requests must be sent to the 
Executive Director, People Division for approval following approval from the program area.  

See:  
• clause 8 of the Victorian Public Service Enterprise Agreement  
• clause 9 of the Nurses (Department of Education and Training) (Nurses) Agreement  

Regular review of flexible work arrangements 

All flexible work arrangements must be reviewed by the manager, delegate and employee on a regular basis (at least 
once every six months, irrespective of how long the arrangement has been in place). This will ensure that the 
arrangements continue to meet the needs of the employee and the organisation.  

See:  

• Section 10 of the Flexible Work Policy – Corporate Workforce 

Varying or ending a flexible working arrangement 
Flexible working arrangements can be altered to meet changing operational requirements. The manager, delegate or 
the employee may seek to vary or terminate a flexible work arrangement subject to reasonable notice (generally at 
least 28 calendar days written notice).  Written confirmation, clearly outlining the reason for varying or ceasing the 
arrangement should be provided to or by the delegate. Variations and terminations should be documented and can 
only be refused on reasonable business grounds.  
See:  

• Section 10 of the Flexible Work Policy – Corporate Workforce  

https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Team-Guide.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Evaluation.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Evaluation.docx
https://www.dtf.vic.gov.au/funds-programs-and-policies/victorian-public-service-enterprise-agreement-2020
https://www.education.vic.gov.au/hrweb/Documents/Nurses-Department-of-Education-and-Training-Agreement-2020.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Policy-VPS.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Policy-VPS.docx
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4. SUMMARY CHECKLIST ‐ WORKING REMOTELY 
CHECK WHETHER YOU UNDERSTAND: 

□ the Flexible Work Policy including the Guiding Principles 

□ the range of flexible work options (including working remotely) available 

□ the systems and processes for managing requests for flexible work arrangements 

□ your role and responsibility in relation to working remotely 

CHECK WHETHER YOU FEEL CONFIDENT TO: 

□ develop a case for working remotely 

□ (employees) complete the Flexible Work Self Assessment  

□ assist with/complete a Working Remotely arrangement proposal 

□ actively participate in a meeting to discuss the proposal 

□ (delegates) make a decision in accordance with DET policy and work unit objectives (Using the Proposal 
Evaluation Template) 

□ (delegates) inform employees of decision in writing 

□ (delegates) express reasonable business grounds for declining a proposal 

□ (employees) explore avenues available if unhappy with a refusal 

□ develop a Flexible Work Agreement and complete ‘Office Safety Checklist’ 

□ follow up any issues raised in ‘Office Safety Checklist’ 

□ ensure implementation plans are realistic and supported 

□ review individual arrangements and make improvements where necessary 

5. FURTHER ASSISTANCE 
Managers, delegates and employees can obtain advice, assistance or further information by contacting their 
Corporate People Services Consultant. 

Further information, advice or assistance on any matters related to flexible work arrangements is available on the 
HRWeb Flexible Work page.  

  

http://www.education.vic.gov.au/hrweb/Pages/contactus.aspx
https://www.education.vic.gov.au/hrweb/Pages/contactus.aspx
https://www.education.vic.gov.au/hrweb/divequity/Pages/balance.aspx
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APPENDIX A 
OCCUPATIONAL HEALTH AND SAFETY (OHS) CHECKLIST FOR WORKING REMOTELY  

The following should be established prior to signing the Flexible Work Agreement.  

1. General Layout 

□ capacity to block off work area during Designated Work Hours 

2. Workstation Desk 

□ desk height between 690‐720mm 

□ keyboard can be used with both feet flat on the floor and forearms at right angles 

3. Computer, monitor & mouse 

□ monitor away from direct outside light and no light direct light from behind the screen 

□ monitor at least 1 arm’s length away from the user 

□ normal gaze – upper 1/3 of screen 

□ keyboard at comfortable tilt for typing with forearm support 

□ mouse placed beside keyboard – no over‐reaching to use mouse 

4. Workstation Chair 

□ height and seat/backrest tilt adjustable so thighs slightly less than 90 ° angle 

□ lumbar support positioned at lumbar level and backrest at comfortable angle to provide support for the user 

5. Workstation Elements 

□ document holder used where appropriate – transcribing from hard copy to computer 

□ telephone in easy to reach position 

6. Workstation Environment 

□ noise levels acceptable 

□ adequate lighting 

□ adequate ventilation 

□ electrical equipment in good condition – no frayed cords, no double adaptors, adequate electrical equipment 
ventilation 

□ residual Current Device (RCD) installed at the workplace 

□ adequate rest breaks every 30 minutes 

□ smoke alarm installed and fire extinguisher available 

□ emergency exit plan – emergency phone numbers located near phone 
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