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Staff need to know 
about this policy 
because  
 

This policy explains the procedures for agreeing and 
supporting staff to work from home on an occasional and ad-
hoc basis 

Staff are 
encouraged to read 
the whole policy 
but I (the Author) 
have chosen three 
key messages from 
the document to 
share: 

Where an agreement has been made to work from home 
staff are still subject to the same requirements and 
responsibilities as when they are in the workplace including 
being contactable, completing contracted hours and notifying 
their manager in the event of sickness 

The Trust still has a responsibility to staff wellbeing when 
they are not in the workplace, therefore, staff are responsible 
for ensuring that the environment they will be working in 
meets the minimum health and safety requirements 
otherwise working from home should not be permitted 

Working from home arrangements are ad-hoc, for regular 
agreements to work from home staff and managers should 
refer to the Flexible Working Policy 

Summary of 
significant changes 
from previous 
version are: 

 The policy has been simplified. 

 The distinction between home working and working from 
home has been clarified.   

 Simplified health and safety guidance has been added 
that is more relevant to the type of working from home 
which this document relates to 
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PART 1 – Preliminary Issues: 

 
 

1. Introduction 

The Trust believes that working at home can be highly productive and can bring 
benefits for both the organisation and its staff.  The Trust also understands that 
working from home arrangements, including the management of people who work 
from home needs careful thought and planning.  The aim of this Policy and 
accompanying guidance is to support the process of managing working from home. 

For the purposes of this policy, ‘Working at Home’ refers to a situation in which, by 
agreement with the line manager, a member of staff performs some of his or her 
work for the Trust at their home on an ad hoc basis.  

In principal working from home may be considered for a wide variety of posts, both 
full and part-time.  However, in some cases working from home will not be suitable 
due to the requirements of the role. 

This policy relates to working from home and makes a distinction between working 
from home, and home working.  Working from home is occasional, short and ad-hoc 
periods of work from home.  Home working implies a substantial and/or regular 
arrangement to work from home – this should be addressed via the flexible working 
policy.  The distinction is important as home working implies larger and more regular 
periods of time working from home where there may be more complex requirements 
around staff wellbeing and health and safety requirements. 

The role of managers in determining when working from home is appropriate is an 
important one.  As part of this, the health, safety and wellbeing of staff who work at 
home is clearly of vital importance.  This Policy provides guidance on how to ensure 
that home-workers can work safely at home. 

 
2. Summary  

 

Where an agreement has been made to work from home staff are still subject the 
same requirements and responsibilities as when they are in the workplace including, 
being contactable, completing contracted hours and notifying their manager in the 
event of sickness 

The Trust still has a responsibility to staff wellbeing when they are not in the 
workplace, therefore, staff are responsible for ensuring that the environment they will 
be working in meets the minimum health and safety requirements otherwise working 
from home should not be permitted 

 
Working from home arrangements are ad-hoc, for regular agreements to work from 
home staff and managers should refer to the Flexible Working Policy. 
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3. Objectives 

The Trust maintains a Working at Home Policy for a number of main reasons: 

 There will be occasions when working at home enables the staff member to 
deliver improved quality and quantity of work away from a busy office 
environment. 
 

 In the context of some Trust services, and particularly community-based 
services, working at home may facilitate agile working e.g. where a worker 
finishes direct service user contact towards the end of the normal working 
day, and it is more sensible to complete working hours at home by updating 
case notes or records. 
 

 To provide flexibility for staff experiencing significant personal or domestic 
issues, these cases are expected to be rare and if subject to extended 
arrangements should be addressed via the flexible working policy.  
Permission to work at home would not normally be granted because staff 
prefer to work at home. 
 

 To provide flexibility in cases of significant travel and transport difficulty, or in 
severe weather – although these cases are also expected to be rare. 

 
4. Scope 

 
The policy relates to all staff on substantive or fixed term contracts.  Ordinarily this 
would not apply to staff on bank or agency arrangements as they are typically 
employed to cover gaps within operational services. 
 

5. Definitions  
 

 Working from home – occasional and ad-hoc agreement to work from home 

 Home-working – an agreement to work from home for extended periods of time 
on a regular basis 

 
 

6. Duties and Responsibilities   

6.1 Service/Team Managers are responsible for: 

 Reading and understanding this Policy 
  

 Making decisions about whether it is appropriate to allow members of staff to 
work at home, having considered the issues carefully in line with this guidance 

  

 Reviewing work which has been undertaken at home 
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 Ensuring that the member of staff has read and understood the guidance set 
out in Appendix 2 of this Policy (in the case of working at home) and has 
agreed to abide by the standards outlined 
 

 In the event that the request is for ‘home working’, manage the request 
through the flexible working policy and ensure that a comprehensive risk 
assessment is carried out, in liaison with the Health and Safety Manager  
 

6.2 Members of Staff are responsible for: 

 Reading and understanding this policy and making requests to work at home 
when appropriate and in the spirit of the policy 
 

 Always work the required contractual hours  
 

 Complying with the guidance at Appendix 2 (in the case of working at home) 
 

 Ensuring compliance with all contractual and procedural requirements when 
they are working from home 
 

 Addressing any insurance or tax implications of working from home 

 

Part 2 – What needs to be done and who by 

 
 
7. Guidance on Working from Home 

 
7.1.  Decision making  

The decision about whether to allow a member of staff to work at home rests with the 
relevant team manager or equivalent.  The decision should be made with reference 
to the checklist at Appendix 1. 

It should be emphasised that the needs of the Trust and the services it provides 
should be the main consideration in considering requests to work at home. 

When making a decision about whether to allow a member of staff to work at home, 
the health, safety and wellbeing of the individual should always be considered, with 
reference to the checklist at Appendix 2.   

Authorisation must be given on each occasion on which the staff member requests 
to work at home i.e. it must not be assumed that because a request is granted once 
that the member of staff may work at home whenever they wish to. Any working at 
home arrangement (as well as any agile working arrangements, not covered by this 
policy) must be pre-agreed with the relevant team manager or equivalent. 
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7.2. Requirements of staff working from home 

The same contractual, policy and procedural requirements exist when a staff 
member is working from home; these include, but are not limited to; 

 The Trust’s security and confidentiality rules continue to apply to all home 
workers. Breaches will be dealt with under the Trust disciplinary rules under/or 
other relevant Trust Policies and Procedures. 

 Communication arrangements must be robust. The principle being that, it 
should be possible to contact the employee working at home at any time 
during agreed working hours.  Local protocols should be developed, agreed 
and put into place before home working can commence. 

 Normal rules governing management and reporting of absence will apply for 
any working from home arrangement. It is particularly important that staff who 
become ill during a period of working from home should notify their line 
manager as soon as possible.  

 Audits of working at home arrangements will be undertaken by the relevant 
manager, Modern Matron, Team Leader or equivalent. 

 
7.3. Health and Safety of Staff working from home 

The Trust is required under the Health and Safety at Work Act 1974 to take 
reasonable care of its employees during the course of their employment, and this 
duty extends to working from their private dwelling, where this is agreed. 

All staff, have a statutory responsibility under the Health and Safety at Work, etc. Act 
1974. They are required to take ‘reasonable care’ of their own health and safety and 
to ‘others’ who may be affected by their acts or omissions. Employees are also 
required to co-operate with the Trust as necessary to ensure this. 

As working at home is defined as shorter, ad hoc periods of time, staff are able to 
work safely using mobile equipment, such as laptop, and non-specialised furniture, 
however, they must ensure that they are following the guidance in Appendix 2 to 
protect their health in these circumstances.  If staff were intending to work from 
home for extended periods of time, the manager may refer them to the Health and 
Safety manager to ensure that the environment was safe and suitable. 

In the event of an accident whilst ’working from home’, the employee must report this 
to his/her line manager, as soon as is reasonably practicable. This is to be followed 
by the completion of a Trust incident form, when returning to the Trust premises.  
 

7.4. Implications on tax, insurance etc 

It is the responsibility of the employee to consult their insurance company, mortgage 
holders, landlords, local rate office and tax office where appropriate to ensure that 
they meet any contractual requirements. Failure to inform domestic insurers may 
result in insurance cover being rendered invalid.  
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8. Training/Awareness   

 

 Managers will explain the provisions of the policy to staff 

 The policy will be available to all staff on the Trust’s intranet  
 

 
9. Process for monitoring compliance with this document   

 

 
 

10. Embedding a culture of equality and respect 
 

The Trust promotes fairness and respect in relation to the treatment, care and 
support of service users, carers and staff. 
 
Respect means ensuring that the particular needs of ‘protected groups’ are 
upheld at all times and individually assessed on entry to the service. This 
includes the needs of people based on their age, disability, ethnicity, gender, 
gender reassignment status, relationship status, religion or belief, sexual 
orientation and in some instances, pregnancy and maternity. 
 
Working in this way builds a culture where service users can flourish and be fully 
involved in their care and where staff and carers receive appropriate support.  
Where discrimination, inappropriate behaviour or some other barrier occurs, the 
Trust expects the full cooperation of staff in addressing and recording these 
issues through appropriate Trust processes. 
 
Access to and provision of services must therefore take full account of needs 
relating to all protected groups listed above and care and support for service 
users, carers and staff should be planned that takes into account individual 
needs.  Where staff need further information regarding these groups, they should 
speak to their manager or a member of the Trust Inclusion & Engagement team. 
 
Where service users and carers experience barriers to accessing services, the 
Trust is required to take appropriate remedial action. 
 

 

Action: Lead  Method  Frequency  Report to: 

Check for 
compliance with 
general 
requirements of 
this policy 

HR Information 
gathered from 
Employee Relations 
Log within the HR 
shared drive 

Annually  
Workforce and 
Organisational 
Development 
Group which is a 
sub-group of the 
Information 
Governance 
Committee 
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Part 3 – Document Control & Standards Information 

 
 
 
 
 
 
 
 
 
 

Every procedural document will require a document control information section which will 
contain the following: 
 
11. Version Control 

 

Version  Date of 
Issue 

Author Status Comment 

V1 Jan 2009  Head of Strategic 
HR 

 Superseded  Archived  

V2 March 2009 Head of Strategic 
HR 

Superseded Archived 

V3 1ST May 
2014 

HR Advisor Superseded Put into new 
Trust format 

V3.1 1ST May 
2014 

HR Advisor Superseded Policy extended 
until 30th April 
2018 approved by 
Executive 
Director for HR & 
Workforce 

V4 11 January 
2019 

Head of HR 
Business Partnering 
 

Current   

 
 
12. Relevant Standards  

Relevant standards might be external and those upon which the procedural document is 
based or guide by. 

 
13. Associated Documents 

 

 Flexible Working Policy 
 

14. Supporting References 
 

 Health and Safety Executive 
 

15. Consultation 
 

 Health and Safety Manager 

 Unison Branch Secretary 
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Appendix 1 - Considering Requests to Work at Home – Checklist for Managers 
 

PART A – SUITABILITY  

Consideration Yes / No Comments 

In general is the post suitable for working 
from home, i.e. are there tasks that the 
post-holder can reasonably undertake at 
home? 

  

On this occasion have you made a clear 
agreement with the worker about the tasks 
that they will carry out at home are 
justifiable? 

  

Are there pressing personal, domestic or 
other circumstances that makes working at 
home appropriate? 

  

Have you considered the impact of 
working at home on the rest of the team, 
and (where necessary) can you make 
arrangements to cover work? 

  

Does the worker have access to the 
equipment and IT networks that they need 
in order to be effective? 

  

Overall, is it in the interests of the service 
to agree to the request? 

  

N.B. If this a request to work at home on a 
long-term or regular basis, have you 
considered this under the Flexible Working 
Policy  

  

PART B – AGREED PROCESSES 

Consideration Yes / No Comments 

Have you and the worker read and 
understood the policy? 

  

Have you and the worker considered the 
guidance set out in Appendix 2 (Health 
and Safety Considerations)?  Has the 
worker agreed to follow the guidance? 

  

What systems have put in place for 
keeping in contact with the worker while 
they are working at home including the 
notification of absence from work? 
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What mitigations are in place to ensure 
confidentiality of the work will be 
maintained?  

  

What work will the individual be carrying 
out whilst working at home? 

  

How you will review the effectiveness of 
the home working?  

  

 

Further comments / actions required: 

 

 

Date first considered: 

 

Manager: (name) …………………………………………….  

Signature: ……………………………….. 

 
Staff member (name) …………………………………………  

Signature: ………………………………. 
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Appendix 2 – Guidance on Working Safely at Home  
 
Note that the guidance on this page is intended to ensure the Health and Safety of 
staff who work at home from time to time.  Staff working regularly from home, or for 
extended periods should refer to the Health and Safety Manager for a 
comprehensive risk assessment 
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Support your back - You can reduce your risk of back pain by adjusting your chair 
so your lower back is properly supported if possible.  Your knees should be slightly 
lower than your hips. Use a footrest, if it feels necessary. 

Adjust your chair - If possible adjust your chair height so you can use the keyboard 
with your wrists and forearms straight and level with the floor. This can help prevent 
repetitive strain injuries.  Your elbows should be by the side of your body so the arm 
forms an L-shape at the elbow joint.  

Rest your feet on the floor - Place your feet flat on the floor. If they're not, ask if 
you can have a footrest, which lets you rest your feet at a level that's comfortable.  
Don't cross your legs, as this may contribute to posture-related problems.  

Place your screen at eye level – If you are using a computer screen, your screen 
should be directly in front of you. A good guide is to place the monitor about an arm's 
length away, with the top of the screen roughly at eye level.   To achieve this, you 
may need a monitor stand. If the screen is too high or too low, you'll have to bend 
your neck, which can be uncomfortable. 

Using the keyboard – If you are using a keyboard, place it in front of you when 
typing. Leave a gap of about four to six inches (100mm-150mm) at the front of the 
desk to rest your wrists between bouts of typing. Keep your arms bent in an L-
shape and your elbows by your sides. Some people like to use a wrist rest to keep 
their wrists straight and at the same level as the keys.  

Keep your mouse close - Position and use the mouse as close to you as possible. 
A mouse mat with a wrist pad may help keep your wrist straight and avoid awkward 
bending. If you're not using your keyboard, push it to one side to move the mouse 
closer to you. 

Avoid screen reflection - Your screen should be as glare-free as possible. If there's 
glare on your screen, hold a mirror in front of the screen so you know what's causing 
it. Position the monitor to avoid reflection from overhead lighting and sunlight. If 
necessary, pull blinds across the windows. Adjusting the screen's brightness or 
contrast can make it much easier to use. 

Make objects accessible - Position frequently used objects, such as your telephone 
or stapler, within easy reach. Avoid repeatedly stretching or twisting to reach things.  

Avoid phone strain – Try to plan your work so that you are not spending long 
periods of time on the phone. Repeatedly cradling the phone between your ear and 
shoulder can strain the muscles in your neck. 

Take regular breaks - Don't sit in the same position for long periods. Make sure you 
change your posture as often as is practicable.  Frequent short breaks are better for 
your back than fewer long ones. It gives the muscles a chance to relax while others 
take the strain. 
 

 
 

 
 

http://www.nhs.uk/conditions/back-pain/Pages/Introduction.aspx
http://www.nhs.uk/Livewell/workplacehealth/pages/rsi.aspx
http://www.nhs.uk/Livewell/Backpain/Pages/back-pain-and-common-posture-mistakes.aspx
http://www.nhs.uk/Livewell/Backpain/Pages/back-pain-and-common-posture-mistakes.aspx#cradling
http://www.nhs.uk/Livewell/Backpain/Pages/back-pain-and-common-posture-mistakes.aspx#cradling
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