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1. Introduction

The Council recognises that, in certain circumstances, homeworking has benefits to both the employee and the Council.  Homeworking has benefits to the employee such as an improved work/life balance, lack of commute and a quiet working environment where required. There are also benefits for the Council such as reduced overheads in office buildings.

Homeworking is a way of working, which requires the employee to work independently using IT systems to remain in contact with managers, work colleagues, partners and/or service users.

Employees do not have a right to work from home but may do so by mutual agreement with their Manager and subject to operational requirements. The considerations to be taken into account are set out below.

2. Scope

The policy applies to all Council employees and will be considered dependent on the requirements of the employee’s role.

This policy does not apply to school based employees.  

3. Categories

Homeworking can be carried out on a permanent or agile/ad hoc basis as follows:

a) Agile/Ad hoc Homeworking (Section 4) – the employee’s office is the base location and the main place of work however the employee may work at home on an occasional basis when it is beneficial to do so.  

Agile workers may take the opportunity to work from home to, for example, save travelling time (in the case of field workers) or to undertake work for which face-to-face interaction with others is not required (such as writing a report) and where concentration is not interrupted.

· Permanent/Regular Homeworker (Section 5) – if an employee works all of their working hours from home then their base location is their home. They are expected to attend a work location for meetings and training as required and will have access to a hot desk. Employees who work from home on a regular basis (e.g. every Thursday and Friday) will retain the office as their base location.

Tasks that are suited to permanent/regular homeworking typically include
those that are primarily task-based.  


4. Agile/Ad Hoc Homeworking

4.1 Requests

There may be occasions when employees who are office based and agile request to work from home. This may be useful, for example, when there is the need to complete a report or piece of research that requires quiet and concentration.  This may also be where there is no requirement to come into the office and working from home may be the most appropriate medium under the agile working policy. 

Employees must obtain agreement from their manager in advance on each separate occasion that they wish to work from home. The deliverables should be agreed and the employee should be contactable throughout the working day.

The line manager has the right to refuse the request to work from home for operational or practical reasons. 

4.2 Managers Considerations

The manager must determine whether the nature of the employee’s work makes working from home feasible. For example, if the work is highly dependent on immediate contact with colleagues or requires specific equipment, then being away from the office may not be an option.

The manager must ensure that the employee has access to the relevant equipment to carry out the piece of work in the home environment. 

As in the office, the manager should be able to monitor/assess the work that is to be carried out at home and ensure that agreed outcomes are being met. If employees consistently fail to meet agreed targets then working from home may not be an appropriate method of working in the future. Any abuse or misuse of working from home may result in disciplinary action.

4.3 Health and Safety

A risk assessment and display screen assessment should be carried out and reviewed as necessary to ensure the equipment and systems of work are safe for the tasks performed in the employee’s house. The risk assessment should be carried out by the employee and any issues highlighted to the manager as necessary.  Further information and template forms can be found in the Health and Safety section of the intranet.

4.4 Homeworking Expenses

There will be no reimbursement for any personal costs including utility costs where employees work from home as part of an ad hoc or agile arrangement.




4.5 Contract of Employment

The employee’s contract will not be affected by ad hoc/agile homeworking. However, if it becomes a regular occurrence then the contract may need to be amended to reflect this.

4.6 Insurance

Computers, telephones and other items of equipment supplied by the Council are covered by the Council’s insurance policy if they are named on the Department’s All Risk Register.  All reasonable costs associated with lost or damaged equipment will be covered and replaced, except where employees are found to have been negligent.  In this instance, the employee may be required to pay for the replacement on a like for like basis.

Please note that equipment kept at an employee’s home on a semi-permanent or permanent basis should be insured by the employee concerned as it will not be covered by the Council’s insurance policy.  Items should also be kept secure and not in view when not in use.   

5. Permanent/Regular Homeworking

Not all jobs are suitable for permanent/regular homeworking and it is mainly those of a task -based/transactional nature for which homeworking is appropriate. There are guidelines for managers to consider when determining whether homeworking is suitable for individuals in their team (Annex 1). 

5.1 Requests for Permanent/Regular homeworking

Employees who want to work from home must make a request via the flexible working policy. 

In order to consider the request, the employee must permit, if necessary, the line manager to visit their home to assess the working environment and make a judgement as to whether the home is suitable for the employee to work in. A risk assessment must be completed at this stage but this may be a self-assessment.

5.2 Trial Periods

All homeworking arrangements should only be agreed for a trial period of up to 6 months, without commitment on either side.  During this period, the contractual arrangements should not be altered.

The purpose of the trial period is to enable both management and the employee to assess if the homeworking arrangement is suitable. At the end of the trial period a review meeting will be held to formally assess the outcome of the trial period.  If the trial arrangement does not work out satisfactorily, the employee will revert to the original contract.  The employer may terminate the agreement if they have reasonable grounds to do so. The grounds could be, for example, organisational, customer based, team work and/or cost. 






5.3 Contracts/Terms and Conditions of Employment

If the request is agreed, the employee will receive written confirmation of the change to their working arrangement. 

5.4 Monitoring and Evaluation

The manager and the employee must agree measureable objectives against which performance can be objectively measured.

If following the employee’s appointment as a permanent/regular homeworker, the arrangements are not working satisfactorily, the line manager will discuss the problems with the employee, with a view to resolving them wherever possible.  If this is not feasible, the manager will discuss and decide on a return to office based working with the employee, and will confirm the decision in writing.  

5.5 Changes to the Homeworking Arrangement

The Council reserves the right to withdraw the availability of working from home however it would not be withdrawn without discussion and notice.

5.6 Hours of Work

Working hours and patterns should be agreed in advance and the employee should be contactable within their working hours.   

All homeworking employees are required to attend meetings, training and other events at other locations as required in the performance of their duties.

5.7 Health and Safety

A risk assessment and display screen assessment will take place in the employee’s home before homeworking can commence to ensure that suitable arrangements can be made. The manager will complete the risk assessments and highlight any issues to the Health and Safety Team as necessary. Further information can be found in the Health and Safety standards. 

The homeworker will be subject to the same accident/incident reporting procedures as other Council employees.

Managers and employees must also be aware that the homeworker is classed as a lone worker. Guidelines on lone working can be found in the Health and Safety Standards.

5.8 Equipment

Equipment provided for use whilst homeworking (e.g. adjustable chair or lockable cabinet) will remain the property of the Council.  The employee may access the computer in accordance with the ICT Security Policy.  However, Council equipment must not be used by anyone other than the employee.  The Council can recall the equipment at any time.  Reasonable care must be taken with all Council property.   

Should the homeworking arrangement cease, the employee has a responsibility to co-operate fully to enable any Council property to be removed from the home.  

5.9 Insurance

Equipment that is kept at an employee’s home on semi-permanent or permanent basis should be insured by the employee concerned as it is not covered by the Council’s insurance policy.  Items should be kept secure and not in view at all times when not in use.   

Employees are advised to contact their home contents / buildings insurer and mortgage lender/ landlord to advise them of the intention to work at home in case of any restrictions and/or additional costs.  Employees are also advised to check the position regarding additional council tax liability.  

5.10 Communication/Keeping in Touch

Line managers and employees must put in place arrangements for effective communication with the workplace to be maintained, particularly in terms of supervision and emergencies.    Employees need to understand this.  Employees will be required to use an electronic diary, so that colleagues are aware of projects that the employee is working on, and their whereabouts.  

5.11 Homeworking Expenses

There will be no additional allowances for heating and lighting, broadband or
other incidentals paid to the employee when they are working from home.

Should an employee need to use their home telephone for work-related calls, the actual cost of such calls will be reimbursed on production of an itemised bill and should be reclaimed via My View.

5.12 Reimbursement of Travel Expenses

There may be occasions when an employee is required to undertake visits from their home base.  Generally, unless an employee is permanently based at home, mileage is not payable when the employee attends their office base.  Any other mileage will have the home to office base deducted in the normal way.  

5.13 Home Visits/Access to the Designated Workplace

The Council reserves the right to visit the workplace/property within normal working hours, by prior arrangement to:

· Install, inspect, audit, replace, repair, maintain, service or remove equipment
· Follow up on issues raised by Health and Safety Risk Assessments
· Conduct home visits as required for operational/managerial reasons.
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6.1 Information Security and Confidentiality

Employees are personally responsible for the security of the data they keep in paper and electronic form. Confidentiality must always be maintained and employees should be aware of their work environment when dealing with confidential matters.

Employees must not leave sensitive or confidential materials unsecured. All confidential paperwork/documents/files etc. must be stored securely.
The Council’s Information and ICT Security Policy consists of many key policies in relation to information and data security and emphasises the importance of managing security risks. Failure to follow agreed policies and procedures may result in disciplinary action.  To this extent it is important that all staff are trained in this area by completing the Information Compliance, Sharing and Guarding Couse which can be accessed on line. 
6.2 Data Protection 

Sefton Council fully endorses and adheres to the Principles of Data Protection. The Council will therefore aim to ensure that all employees, elected members, contractors, agents, consultants, partners, external agencies or other servants of the council who have access to any personal data held by or on behalf of the Council, are fully aware of and abide by their duties and responsibilities under the Act. 

Individual employees are responsible for understanding this Policy and ensuring that Requests for Access and other Data Protection related issues in their own department are handled in compliance with this policy. 

6.3 Domestic Care

Homeworking is not a replacement for domestic care responsibilities.  During established work hours, the employee working at home agrees that care demands shall be accommodated in order that working hours are not affected.  In the case of an emergency or domestic crisis, arrangements should be secured with the line manager in accordance with Council policy.

6.4 Misuse of Policy

Any abuse or misuse of homeworking may result in disciplinary action including withdrawal of homeworking arrangements. 

6.5 Links to other policies  

Agile Working
Information and ICT security policies
Health and Safety Standards – DSE, Lone Working, Homeworking, Risk Assessments
Social Media Policy
Data Protection and Information Compliance



APPENDIX 1

GUIDELINES FOR LINE MANAGERS

1. Any request from an employee to work from home must be considered carefully by their manager, who needs to determine whether the appropriate levels of technical and managerial support can be offered.  Due to the potential difficulties in managing staff morale and performance, the manager will need to give careful consideration to the suitability of both the post and the employee for these working arrangements.

2.	Assessment of the suitability of arrangements should be based on the requirements of the post and the provision of the service.  The manager should also be satisfied that the individual has considered their suitability for homeworking and the likely impact on their home environment.

3.	Generally, working from home is most effective where:
· The employee’s work can be carried out effectively using the electronic equipment currently available and does not rely on a physical presence in the office
· The employee’s job does not depend on constant communication with fellow workers
· The employee’s job is comparatively ‘stand-alone’ and other employees are not constantly waiting for work to come from the employee or to pass work to them
· Communication between the employee and the employer can easily be maintained by electronic means, e.g. mobile phone, email, the Internet or Intranet.
· The employee is able to motivate themselves, manage workload effectively and complete projects within a set deadline.

4.	The line manager should take into account the following points when considering an application for permanent homeworking:

· There should be no adverse effects on the level and quality of service
· There should be clear objectives and measurable outputs
· The work must be wholly appropriate to be able to be carried out away from the traditional base
· There should be no increase in the workload for colleagues as a result of the employee working from home
· Arrangements must be in place for effective communication between the homeworker and the workplace.

5.	Additionally, the manager must consider the following:
· Can the work be delivered and retrieved electronically?
· Is the output measurable?
· Is direct face to face contact a requirement of the post?
· Is physical access to shared resources necessary to perform duties?
· Are the required telephone links and IT systems available?
· Does the home accommodation comply with Health and Safety regulations?

6. Whether the decision is to agree or refuse a request to work from home, reasons should ideally be given to the employee in writing. 



