
The COVID-19 pandemic and the related government measures made 
employers think about new ways of working. The already-popular home office 
proved to be an effective solution in the time of crisis. Even though home 
office is not suitable for every type of work and, for some companies, it can 
greatly interfere with the routine ways of work organisation, quarantine forced 
companies to come up with fast solutions to make home office possible 
– at least to a certain extent. Do you know how to set up home office 
correctly?

REGENERATION: Home office as 
a practical work organisation tool 
even after the corona crisis

EXPERIENCE MAKES THE FUTURE



Because most measures have already been 
lifted and companies are no longer burdened 
with creating crisis solutions, it might be worth 
having a think about the way home office is set 
up and consider whether it meets the needs of 
the company and its employees. Organisations 
should also assess whether internal regulations 
and employee agreements include all the 
important information and make appropriate 
adjustments regarding the reimbursement for 
home office costs. We have summarised the 
most important information that can help you 
set up home office correctly. 

Employers cannot order home office 
– employees always have to agree 
with working from home. Usually, when 
introducing home office, the place of work 
changes as well (or another place of work is 
added for home office purposes); this change 
cannot be done unilaterally and always has to 
be subject to a mutual agreement between the 
employee and the employer.

Usually, working hours are set by the 
employer. It is no different for employees 
working from home. Therefore, it depends on 
the employer whether they set fixed working 
hours or opt for a more flexible setup, such as 
dividing working hours into fixed and flexible 
time slots. Fixed working hours (or, alternatively, 
a flexible arrangement with a significant share 
of fixed time slots) can be recommended 
especially due to its practicality – if an employer 
works in a team, it is necessary for them to be 
available at the same time as their colleagues.

Appropriate regulations need to be in 
place for setting up home office correctly. 
We recommend preparing an internal regulation 
that will primarily specify:

• Job positions eligible for home office

• Working hours and the employee’s availability 
during the day

• Basic OHS rules

• Way of communicating with the team

• Way of assigning work

 
We also recommend concluding an 
agreement on home office with every 
employee that will specify the place (places) 
of work in the event of home office, working 
hours, the employee’s obligation to adjust their 
home workplace according to the employer’s 
requirements. This document should also 
include an agreement on reimbursement 
for the costs incurred by the employee due 
to home office. In case the documents were 
prepared in a hurry during the emergency state, 
we recommend revising them and, if necessary, 
updating them with regard to the above-stated 
recommendations.

When working from home, employees can 
be required to adhere to the same OHS 
rules as when working on the employer’s 
premises. We recommend formulating special 
OHS rules that stem from the specifics of home 
office work in an internal regulation and in 
the agreements with individual employees. In 
terms of OHS, it is also appropriate to set up the 
requirements for a home office workplace and 
its compliance with OHS. Before enabling home 
office, we also recommend organising a training 
session (e-learning) which will inform the 
employees about potential OHS risks resulting 
from home office.

Setting up home office and the related documentation



The employee working from home is 
entitled to the same salary or wage as 
when they are working at the workplace 
of the employer. They are also entitled to a 
reimbursement for home office costs. The rules 
for home office reimbursement including its 
amount and form of settlement are arranged by 
the employer, or defined in an internal policy or 
set out individually in writing. A failure to provide 
reimbursement for HO costs may result in a 
penalty imposed by the labour inspectorate of 
up to CZK 200,000. The employer can also claim 
the reimbursement retroactively.

The employer can set a flat-rate 
reimbursement for home office work 
that will be based on the rules stipulated in 
the employer’s internal regulation or in the 
employee’s agreement, provided that the rate 
was demonstrably based on the calculation 
of the actual costs. If the legal requirements 
are met, the reimbursement is a part of the 
employee’s salary not subject to tax and 
not included in the assessment base for 
paying health insurance and social security 
contributions. On the part of the employer, the 
reimbursement is considered a tax expense.

What can we help you with? 

• Consultancy during the entire process of introducing home office

• Preparation of a home office policy

• Preparation of an individual model agreement

•  OHS consultancy

•  Consultancy regarding home office reimbursement, including the calculation of flat-rate 
reimbursement

• Assistance with communication with employees or financial authorities
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