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KEY CONCEPTS

 Activities to be undertaken

 Workplace needed

 Legal requirements and implications

 Agreements, permits and licences

 Services and infrastructure

 Fittings and equipment

 Access requirements

 Insurance requirements

 Workplace layout

 Minimising potential sources of conflict

 Contingency plans

PLAN A HOME BASED BUSINESS 
UNIT BSBSMB306

This unit describes the skills and knowledge required to employ 
 useful strategies to set up a business from home.
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Chapter 1:  Running your business from home

CHAPTER 1
RUNNING YOUR BUSINESS FROM HOME

Home based businesses are an important sector of the Australian business community, with 
nearly one million people operating a business at or from home.

If you are planning to run your micro business from home, there are a wide range of government 
requirements that may apply to you. These include:

 • council approval and zoning for your business activity
 • taxation
 • employment restrictions and obligations
 • workplace health and safety considerations
 • licensing.

In addition to these legal requirements, you will need to consider the more physical aspects of 
running your business from home, such as:

 • setting up your office, and the furniture, office equipment and information and 
communication systems required

 • the possibility of leasing or renting plant and equipment

 • making your place of work a pleasant comfortable and safe environment for you and your 
clients

 • the impact that running your business from home will have on your home or family life.

WHS

Taxation

Employment considerations

Council approval

Office setup

Licensing

Things to consider when starting  
a home based business

Pleasant working environment

Work/family balance

Leasing plant and equipment
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In order to run a successful home based business, you will need to be able to handle a variety of 
issues, such as those listed above. Therefore, it is vital that you think through the establishment 
of your business carefully, taking time to research and plan your operations.

Before we move on to explore some of these issues, let us first investigate the advantages 
of operating a business from home, together with a number of the common errors made and 
some tips for success.

CONSIDERING A HOME BASED BUSINESS...

As companies continue to downsize and information and 
communications technology grows evermore sophisticated 

and affordable, more and more entrepreneurs are discovering 
the benefits of operating businesses from their homes.

Among the many advantages for running a home based 
business are:

 • Personal freedom:  no boss, no dress code, no set working 
hours, flexible work schedules, no office politics to negotiate. 
All that is required is personal drive, discipline and time-management skills.

 • Time savings:  the time spent travelling to and from your place of work is now at your 
disposal to either channel towards greater productivity or extra time spent with friends and 
family. This can be particularly important for parents with young or school-aged children.

 • Control over the money your make:  the harder you work, the more money you have 
the potential to make. Your earning potential is directly related to your performance, rather 
than having to wait for a promotion or pay rise. There are also cost savings associated with 
using less petrol or public transport fares associated with commuting to work, as well as less 
money spent on lunches, coffees and so on.

 • Creating you own opportunities: owning your own home based business means that you 
can make your own income-producing opportunities. You are in control of your business and 
its potential directions and growth. 

 • Reduced risk:  running a business from home requires much less start-up cash than it 
would take to either purchase an existing business or franchise, or to establish an operational 
base in a leased premises. Once operational, the home based business also has fewer and 
lesser overheads than a separate business location.

 • Tax advantages:  by having your home and office under the one roof, it is possible to 
deduct a portion of your home’s operating and depreciation expenses as business expenses. 
For example, property taxes, insurance, electricity and water, cleaning and household 
maintenance.

 • Reduced stress:  being based at home makes it a little easier to juggle the demands of 
work and family. You can generally set your own work schedule and therefore more easily 
manage a sick child, for example.

 • Opportunities for professional growth:  owning your own business requires you to master 
a variety of skills, including marketing, sales, customer relations, financial organisation 
and bookkeeping. By experiencing every facet of the business operations, you have the 
opportunity to develop as an entrepreneur.
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 • Lighting is important. Your home office should be in a position that affords adequate 
natural light, and this should be supplemented with quality light fittings. Use smaller ‘task’ 
lights to illuminate specific working areas. Poor light causes eyestrain and a dark working 
environment tends to be less conducive to productivity. Try to avoid fluorescent lights as 
they are too harsh on the eyes. 

Be sure to position computers in such as way that monitors do not pick up glare from the 
windows or skylights, and all windows should have blinds or drapes to enable you to control 
the amount of light coming into the room.

 • The electrical set-up of your office is also vital. Check that you have sufficient power points 
for your needs, remembering that it can be dangerous to overload single outlets with double 
adapters and powerboards, particularly if you are running sophisticated electronic equipment. 
If you need to install additional power points, try to position them for easy access. Your office 
will also require a telephone line, preferable a dedicated business line with Internet access.

SELECTING AN AREA FOR YOUR WORKSPACE

The first step in establishing your home based business is to decide on which part of your 
home you will designate as the business workspace. A well-organised office space is 

essential for business success. Make sure that your office is in a place in your home where 
you will be able to focus on running your business with minimal distractions.

If you are living in an established home then you will need to consider the existing options that 
present themselves. Is there a spare room in which you can set up an office? Can the empty 
garage at the back of the house be turned into a suitable workspace?

On the other hand, if you have the capital at your disposal, perhaps you can consider building 
an extension to your home. If you are fortunate enough to be in this position then you have the 
opportunity to plan your workspace, and take into account factors such as external access, 
placement of windows for lighting, the positioning of power points and phone lines and the size 
of the area required.

The house plans presented on the following pages show the different locations of offices in four 
different homes. 
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Chapter 4:  Planning for smooth running

CHAPTER 4
PLANNING FOR THE SMOOTH RUNNING OF 

YOUR HOME BASED BUSINESS

Now that you have selected a location within your home to establish as your business centre 
and have developed a layout for that workspace, it is time to consider the final step in 

planning your home based business – minimising potential sources of conflict.

While operating your business from home has many advantages, as discussed in Chapter 1, it 
also carries the potential to cause conflict on a number of different fronts including other family 
members and neighbours.

MINIMISING CONFLICT WITH FAMILY MEMBERS

Working from home can put a strain on relationships with your family.  
It presents the huge challenge of balancing your work and  

personal life. Do your family members support your plan to operate your  
business from home? Will they respect your need to work during business hours without 
distraction? Are they prepared to donate some of their personal time with you to the business 
(this will inevitably happen at some stage)? If necessary, are they prepared to share resources, 
such as the family computer?

In order for you to minimise potential sources of conflict with family members, it is important that 
you discuss with them your requirements in terms the business and set clear ground rules to 
which everyone agrees. Some suggestions include:

 • Establish a routine and abide by it: develop a work schedule to help you avoid the 
distractions of other things and people within the house, and to let others know when you need 
to focus all of your attention on business, and when are the appropriate times for personal/
family activities. This should include both hours in a day and days of the week. Once the 
schedule is drawn up and agreed to, make sure you abide by it. Other than in extenuating 
circumstances, do not steal time from your family to finish that last minute report or mow those 
extra lawns on Sunday. Devote yourself entirely to your family during their times.

Explain the concept of flexible working hours. One of the great advantages of working from 
home is the flexibility it offers in terms of when you work your hours. It may be quite possible 
to take time off during the day to attend your daughter’s swimming carnival or to take your sick 
son to the doctor. However, it needs to be explained to your family that you may not always 
be in a position to be with them during the workday, that projects and clients may take priority 
at certain times, and that you will need to make up any hours taken during the day at some 
other time.

 • Establish a workspace:  as discussed in Chapter 2, it is vital that you establish a definite 
workspace that sets clear boundaries for family members. Keeping your work confined to 
your office will prevent your business from intruding on your personal life. It will also protect 
important business information from the ‘helpful’ efforts or children or the family pet.

 • Separate business from family resources:  as discussed in Chapter 2, if at all possible, 
purchase a computer and printer for the business and have a separate phone line. This will 
prevent a myriad of potential conflicts over the use of these resources, and will also protect 
the integrity and professional image of your business. 
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