Cross Gates & District Good Neighbours’ Scheme CIO
Working with and for older people

Working at Home Policy
1. Policy Statement
Cross Gates & District Good Neighbours’ Scheme CIO (CDGNS) recognises that there may, on occasion, be circumstances when it would be more beneficial or flexible for staff to work at home, either in order to complete a particular task, for example a special project or funding bid, or when it is not possible to work from the office, such as in bad weather, during building or repair work, or if there has been damage to the office. It is not possible to offer home working to all staff on a permanent basis, as the requirements of their roles generally do not allow this.

2. Agreement to Work from Home
Prior permission is required before an employee can work at home, including on a one-off basis. They should make the request to their line manager. Serious consideration will be given to any such requests and a decision regarding the suitability of working at home will take into account all relevant circumstances. The decision of the line manager is final. CDGNS reserves the right to withdraw approval for home working if we believe its use is being abused or for any other reasonable needs of CDGNS to carry out its business.

3. Qualifying Conditions
Working at home is dependent upon certain criteria, these being that the employee:

· Has obtained prior agreement for home working from their line manager or has been asked by their manager to work at home.
· Does not have other commitments with CDGNS or elsewhere at that time, including dependent care responsibilities that would conflict with the requirement to work. It is not considered appropriate to combine home based working with dependent care. Employees are expected to make appropriate arrangements for the care of any dependents during working hours. Home working should not be viewed as an alternative to paid dependent care.
· Has notified their line manager of their hours of work and location, has a contact telephone number and is available to be contacted during the nominated times.
4. Working Arrangements
4.1. Workload, reporting and monitoring

Each occasion of home working will be agreed in advance with the employee’s line manager, as well as all arrangements for monitoring, supervision, setting workloads, etc., in accordance with normal procedures.

For one-off home working, the project or task and the dates and times of working should be agreed in advance. Employees will report back to their line manager on the progress of the work being undertaken at home at the next available opportunity.
4.2. Equipment

Employees who are required to work from home permanently would normally have all equipment and associated costs covered by the employer. In the case of one-off home working in special circumstances, employees would normally be expected to use their own equipment.

Any equipment provided by CDGNS for the purposes of working at home will be inspected and maintained by CDGNS. The employee is required to take reasonable care of all equipment, to keep it secure and to use it in accordance with operating instructions and with CDGNS’s ICT Usage Policy. Any such equipment provided must be returned at the end of the arrangement. Equipment must not be left unattended in any vehicle.
CDGNS is not responsible for maintenance, replacement, or repair of any personal equipment that is used. Where a work mobile is not issued and you use a home telephone or your own personal mobile for work purposes, a record of official calls should be kept.
4.3. Insurance

Employees are advised to inform their mortgage provider or landlord and home insurance prior to commencing working from home as non-disclosure may sometimes invalidate any policy.
CDGNS computer equipment will be insured through the organisation’s policies.
CDGNS documents and equipment (laptops etc.) must be stored securely at home and not be left in employees’ vehicles when unattended as they will not be insured.
4.4. Personal details and safety

Employees are advised not to release their home address or telephone number to non-members of staff. Employees are also strongly advised not to meet volunteers, service users or carers at home. In the event that any employee feels this is essential, prior approval must be obtained from their line manager. Staff are advised use the prefix 141 when phoning a service user if using their own phone. CDGNS will provide use of the office mobile phone whenever possible.
4.5. Confidentiality and access

It is the responsibility of the employee and manager to ensure the confidentiality of all CDGNS information whilst the employee is working from home.

Equipment and files used when working at home should only be accessible to the employee and safeguarded from access by other members of the household and visitors. Employees should use the remote connection to the CDGNS server and should follow the ICT Usage Policy and the Data Protection Policy. No personal data should be saved on the employee’s home computer and the remote connection should be disconnected when the work has finished.

Line managers must be satisfied that all reasonable precautions are taken to maintain confidentiality of material in accordance with the ICT Usage Policy and the Data Protection Policy.

4.6. Communication
It is essential maintain good communication at all times between the employee and their line manager. They should plan and agree how they will communicate effectively with each other. These arrangements should be agreed and regularly reviewed in light of operational experience.
The employee must agree arrangements with their line manager so that every week the line manager is informed of their whereabouts and knows what they are doing. The line manager will inform the employee of meetings, training sessions and other events they would expect them to attend and will also ensure that the employee is kept up-to-date with information relevant to their work.

4.7. Review of home working arrangement

The agreement to work from home may be reviewed at any time by the employee or CDGNS. This Working at Home Policy is also subject to review, at least yearly, and does not form part of any contract of employment.

5. Health & Safety
CDGNS has a duty to protect its staff’s health & safety at work in accordance with the Health and Safety at Work etc. Act 1974 and the regulations made under it.
Employees are required to complete a Self-Assessment Checklist prior to commencing any working from home arrangements. This form is found in the Appendix. The checklist should be completed initially on the set up of working from home and thereafter if there is a change in circumstances. The line manager and employee should review this form at least once a year in supervision meetings. Any accident or ill health directly related to working from home should also prompt a review and be reported in line with these procedures.
6. Reporting Sickness Absence
In the event that a member of staff is sick during a period of working at home, then the normal sickness reporting rules must be followed, as set out in contracts of employment.
7. Travel Costs and Other Expenses
Claims may be made for travel to appointments, however the office is the normal place of work so claims can only be made for amounts that are the same as or less than they would be if the employee had begun the journey from the office. If the appointment is the first journey of the day, then the normal journey to work mileage must be discounted; the same applies for appointments at the end of the day.

Employees based at home are expected to provide their own furniture, heating, lighting, etc. CDGNS will cover the costs of consumables such as stationery.

8. Compliance
Failure to comply with any aspect of this Policy or related Policies such as the Health & Safety Policy, the ICT Usage Policy and the Data Protection Policy may constitute a disciplinary offence.
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Appendix

WORKING FROM HOME HEALTH & SAFETY AND WELLBEING 
EMPLOYEE SELF-ASSESSMENT CHECKLIST
Please complete this checklist prior to commencing a working from home arrangement (and review at least once a year or if there are any changes e.g. moving house, changes to the equipment/furniture or any health/wellbeing issues arise). The completed form should be given to your line manager and will help CDGNS to ensure that your working conditions at home are safe and healthy.
	Name:
	
	Date:

	Address:
	
	Telephone:

	
	
	

	
	
	

	Post Code:
	
	

	Workstation and Home Office 
(where applicable)
	Yes
	No
	Comments

	Is the room/area separate from other living areas in the home?
	
	
	

	Is the room/area used accessible without climbing a ladder?
	
	
	

	Is there enough space to safely accommodate all necessary furniture and equipment?
	
	
	

	Are walkways clear of tripping hazards, such as trailing cables?
	
	
	

	Is there a source of heating to maintain a comfortable temperature?
	
	
	

	Does the room have an opening window for ventilation?
	
	
	

	Is there adequate light to comfortably see documents and your computer screen?
	
	
	


	Workstation and Home Office 
(where applicable)
	Yes
	No
	Comments

	Can you reach storage shelves without having to stretch over the desk?
	
	
	

	Do you generally find your workstation comfortable to use?
	
	
	

	Do you know how your workstation should be arranged to achieve the most comfortable posture?
	
	
	

	Do you require to complete a workstation safety check?
	
	
	

	Do you have somewhere secure to store confidential CDGNS documents in order to maintain GDPR and Data Protection Act compliance?
	
	
	

	Safe use of computers
	Yes
	No
	Comments

	Do you use a computer/laptop at home for work purposes?
	
	
	

	Do you have to use a computer/laptop intensively on a regular basis when working from home?
	
	
	

	Electrical equipment
	Yes
	No
	Comments

	Does your electrical equipment have any signs of damage?
	
	
	Look for obvious faults such as loose cables, cracked plugs, split covering to leads, etc. You should not open plugs or take covers off the equipment.

	If you have any CDGNS equipment at home, when was it equipment last checked, e.g. is it marked to show it has received a Portable Appliance Test?
	
	
	There should be a label on the equipment showing the date it was checked.

	Do you know how to safely use the equipment you use to work from home?
	
	
	

	Emergencies
	Yes
	No
	Comments

	Do you have an escape plan in case of fire?
	
	
	

	Do you have a smoke alarm fitted?
	
	
	It is strongly recommended that you fit a smoke alarm. This should be tested weekly to ensure that it is working.

	Do you know what to do in the event of having an accident at home?
	
	
	

	Wellbeing
	Yes
	No
	Comments

	If your job involves lifting and handling at home, have you received training to do it safely?
	
	
	

	Do you have regular supervision with your line manager?
	
	
	

	Do your working hours at home comply with the current Working Time Regulations?
	
	
	Contracted working hours:

	Does your manager review your working from home arrangements with you at supervision?
	
	
	

	Are you aware of the requirement of the CDGNS that you report any sickness, whether working from home or at any other work base?
	
	
	

	Do you have the opportunity to contact and meet with other team members as appropriate?
	
	
	

	Do you have any other comments about your working conditions or any other health and safety concerns?
	
	
	


	I have read and understand the terms of the Working at Home Policy

	Employee’s signature:
	
	Date:
	

	Line manager’s name:
	
	
	

	Line managers signature:
	
	Date:
	

	Action: Please detail the action that is to be taken, if any, to address any issues highlighted in the assessment:
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