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Home Working Policy 2024
Workington Town Council is committed to supporting a flexible working environment, to support the needs of both the Council and its employees.

Please also refer to the Council’s flexible working policy. 

Employees should make every effort to attend their place of work, due to the nature of the Council’s business it is preferred that Council staff work from the office the majority of the week. In exceptional circumstances where this is not possible, remote working and working from home may be available on occasions, but requires prior approval from your Line Manager. 
Definition

The act of Home Working is defined in this policy as:

· employees who work almost entirely at home apart from carrying out regular or occasional duties/meetings at the office. 

· employees who split their time between working at home a few days a week, with the rest of the time spent in the office. 

· employees who work from home on an ad hoc basis. 

The requirements of both the employer and employee to undertake Home Working will be set out in this policy. 

1. Principles

1.1
This policy provides a framework for managing home working arrangements. It is the responsibility of the supervisor to determine if it is appropriate for staff to work from home.  When considering requests, supervisors must ensure that the overall needs of the Council are met.
1.2
For those employees who are undertaking Home Working, in accordance with this policy, must also adhere to the Lone Working Policy and Health and Safety Policy.
2. Employees who work from home on an ad hoc basis

2.1
Working from home on an ad hoc basis includes:
a) writing reports, papers and completing projects that can be carried out more effectively in a quiet location without disruption. Where office facilities are shared or the member of staff is frequently interrupted, the supervisor may agree that an employee can work at home on an ad hoc basis
b) to cover a short-time difficulty such as being unable to travel to work due to accident, injury or illness or as a return to work strategy. This must not be considered where medical opinion has deemed that the individual is unfit for work.
3. Employees who work almost entirely /employees who split their time between working at home and in the office 

3.1
For an employee to work almost entirely from home or split their time between working at home and in the office an employee must, unless stipulated in their contract:

a) put an application in writing to their supervisor requesting home working.
b) address the reasons why they believe it would be beneficial for them to undertake home working.
c) specify whether this would be a request for permanent or temporary home working.
3.2
When making a decision on accepting a request for home working areas that should be considered are:

a) Satisfying business needs – retention of skills, opportunity to improve workplace environment.
b) Whether the work should be carried out in a remote location.
c) Service delivery – how would this impact on the quality of service. 
d) Is the arrangement reciprocal and beneficial to the employee and the Council.
e) Is the jobholder required to supervise others

f) The requirement of risk assessment and data protection.
g) Impact on other team members.
4. Hours of Work and Working Time Regulations

4.1
Upon receipt of a request, supervisors are required to clarify the arrangement including the hours the employee should work, days and times of the week and whether this will require a change to the employee’s TOIL agreement. 

4.2
Those employees, whose TOIL agreement is not altered, must adhere to the TOIL policy in the same manner. 

4.3
Employees working from home are still subject to the Working Time Regulations 1998, unless they have signed to opt-out. For any employees who haven’t signed to opt out, the regulations require them not to work more than 48 hours a week averaged out over a 17 week period, to take regular breaks through the day (minimum of 20 mins for every 6 hours worked) and have 12 hours consecutive rest every between working days. 
The terms in this policy stand unless otherwise specified in your contract of employment. 
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