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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. 



