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Human Resources Policy Statement 31

Home-working
The provision of flexible forms of working, including home-working, plays an important part in our ability to attract and retain the best possible staff.

It is our policy to support the provision of home-working wherever practicably possible, although the arrangement will always be on a voluntary basis. This is based on the reality that many of our jobs can be undertaken within the employee’s home and do not require attendance at the workplace. While certain jobs are not suited to home-working, our investment in IT systems have made home-working increasingly possible, even where only as an occasional arrangement.
The University is moving towards a more flexible style of office space with more provision for mobile working and “hot-desking”.  Hot-desking is the practice whereby employees do not have a defined desk space which may be under-utilised for much of the week, but instead will use any vacant desk space within their team’s area.   Home-working is an approach which supports this flexibility.
Where home-working is considered appropriate, some of the benefits to the individual and the University can include:

· Reduced travelling time and costs 
· Reduced lateness 
· Reduced sickness absence

· Reduced stress

· Improved morale

· Better work life balance
· Working patterns that help us to demonstrate our commitment to equality and diversity

· Increased flexibility in the workplace

· Improved productivity (volume and quality)
· Contribution to recruitment and retention 
· Lower staff turnover
· Reduced demand for car park spaces

· Reduced accommodation requirement and cost

· Reduced congestion and pollution 

All applications for home-working will be considered fairly and equitably.  Any applications which are refused will be done so on objective grounds and written reasons will be given. 

This policy and the accompanying Guide to Home-working was developed through consultation with Executive Briefing Group and the recognised Trade Unions (UCU and UNISON) and approved by Executive on 16th July 2008. It is due for review in 2013.
Guide To Home-Working
It is recommended that this Guide is read on-line in order to make use of the hyperlinks contained in the document which link to other relevant policies / documents.  (Hyperlinks are items which are underlined.)

This Guide is intended to help Support staff in considering whether home-working is suitable for them. The different forms of home-working are described (occasional/ permanent) along with the levels of equipment and support available to each of them. Finally, the method for approving a home-working arrangement is explained including the requirements for monitoring, review and where appropriate bringing the arrangement to an end. 
Please see the separate Policy and Guide for Academic Staff.
SCOPE OF THESE GUIDELINES

These guidelines are intended for all support staff who work, or would like to work, occasionally, regularly or permanently from home.  It is also for line managers to assist them in assessing the suitability of home-working for an individual.

DEFINITION

Home-working is a flexible working pattern in which a person’s home is their occasional, regular or permanent place of work for all or some of their working week. 

Types Of Home-Workers
The Occasional Home-Worker
The Occasional home-worker works from home either on an ad-hoc basis, or regularly up to two days a week.  Occasional home-working may be appropriate for certain roles in one or more of the following circumstances:

· Where the staff member’s presence is regularly required on campus but not all the time
· To allow staff the opportunity to work more effectively on a particular piece of work where concentration is important and to avoid interruptions that are part of the office environment.

· To provide a solution to a temporary problem where staff may be unable to travel to the office.

· When visiting different campuses / locations to reduce travelling time
· To cut down on the amount of time spent commuting

All occasional home-workers will need to seek agreement from their line manager and an Agreement form must be completed as well as a Health and Safety checklist.   Verbal permission to work from home on any given day should be obtained in advance on each separate occasion from the line manager, and the deliverables to be met should be agreed.  The line manager has the right to refuse the request for operational or practical reasons e.g. the maintenance of service levels.
The nominal “normal place of work” remains the University and staff may not claim travelling expenses between home and their normal place of work.

The home-working arrangement can be revoked at any time, with reasonable notice, and with justifiable reasons.  The line manager can request that the member of staff attends their normal place of work on any normal working day.  The member of staff will need to accept that to cope with this flexible working pattern their desk on campus will be used by other staff when they are not in or they may need to hot-desk when they attend their office or campus.

The Permanent Home-Worker
The permanent home-worker is based from home and does not retain a desk on campus.  They will usually work from home 3 – 5 days a week and may be mobile on some days (visiting different campuses / different locations for business).  They will attend campus for meetings as needed and they may ”hot-desk” on campus.  
Permanent home-working may be appropriate for certain roles in one or more of the following circumstances:

· Staff who are not obliged to be present at their campus

· Staff who do not require a dedicated desk space on campus

· Staff who are mobile, visiting different campuses / locations
Such an application must be supported by the line manager and approved by the Executive line Director and the Director of HRS.  The member of staff would still be required to attend the University for meetings, appraisals, training days and so on.
Making A Request To Home-Work
Employees must approach their line manager asking to be considered for home-working.  The employee should consider the checklist at Appendix 1  before making a request.  The line manager must arrange a meeting with the individual within 3 working weeks to discuss the matter.  After a full and detailed discussion the line manager has a further 3 weeks to formally respond to the employee’s request.  If the request is supported the line manager must complete the Agreement form at Appendix 3 and submit to their Head of Department / Director for approval.  If the application is not supported the line manager must complete the Rejection form at Appendix 7 outlining the reasons for refusing the request and giving details of the appeal process.
Assessing The Suitability Of Home-Working
Any line-manager assessing a home-working arrangement (i.e. occasional or permanent home-working) should engage in discussion of the proposition with those likely to be affected and any relevant line manager(s).
The line-manager and employee will need to consider the suitability of the following three main components for home-working:


· The Job 

· The Person

· The Home
THE JOB
The line-manager will need to be satisfied that the job, or components of the job, are suitable for home-working.  The line-manager will take into consideration the following factors:
· The nature of the employee’s work and its suitability to home-working

· Impact on the rest of the team/service/school
· Impact on the service provided

· Implications for colleagues – particularly those managed by the post holder (e.g. communications, providing support etc)

· Proposed solutions for any adverse implications (e.g. message-taking, phone, e-mail etc)

For examples of work suitable and not suitable for home-working see Appendix 2.
THE PERSON
The skills and attributes required to perform successfully in a given job will of course continue to be relevant irrespective of the location where work is undertaken.  However, it is likely that, by its very nature, home- working will require some additional abilities e.g. the ability to work without immediate access to a supervisor to provide advice and direction. 
Performance management with agreed key objectives and performance indicators is the most effective method of management.  The careful and consistent use of weekly time schedules (detailing objectives for the week and time allocated to each) to enable the manager to regularly monitor the output of work and the effective use of time is essential.

Those most likely to adapt well to flexible location working and, particularly working from home, should be able to meet the following competencies:

· work without close supervision

· meet work deadlines

· demonstrate initiative and flexibility

· demonstrate self-motivation and discipline

· be self reliant and able to cope with reduced social contact with work colleagues

· demonstrate good communication skills

· manage their workloads and set themselves priorities and limits 

· manage the proximity of work and home life so that work does not become unacceptably intrusive

To make a fair assessment of this, the employee should have been in post for a minimum of 6 months and have passed their probationary period before home-working is considered.  The line-manager should use previous appraisals and notes of one-to-one meetings as evidence of suitability in making the assessment.
Employees may be turned down for home-working if they are new to the job; still on probation; are subject to capability procedure; or if there are managerial concerns as expressed into one to one meetings or the annual appraisal.

Home-workers will be expected to meet these requirements and appropriate remedial action should be taken if they experience difficulties in the home-working regime or if performance becomes an issue e.g.  consideration should be given to additional support or development / training opportunities or terminating the home-working arrangement if home- working proves unsuitable for particular employees – this can be temporary or permanent.
Special consideration must be given to disabled employees who may need reasonable adjustments to be made for home-working.  Under the Disability Discrimination Acts we, as an employer, have an obligation to explore reasonable and practicable adjustments for disabled people to undertake their jobs.  Help and guidance for managers is available in supporting disabled staff, they should refer to Employing Disabled People – A Guide for Managers and seek advice from HRS.

THE HOME
The line manager will need to be satisfied that the employee’s workspace at home is suitable and complies with Health and Safety regulations.  Whilst the University does not have an obligation to maintain the home workplace in a safe condition, the University still has a duty of care towards the employee.  The Line Manager will wish to be reassured that the employee has made adequate provision by completing the Health and Safety checklist.  If problems are identified in the Health and Safety checklist the line manager may request a photograph of the intended work space or may wish to visit the proposed site at a mutually convenient time, or request a Health and Safety Officer / Adviser to do so.  Advice will be given to the employee on actions they need to take to comply with Health and Safety guidelines if they still wish to work from home.

The line-manager will take into consideration the following factors:
· The completed Health and Safety checklist and information contained therein
· That adequate care arrangements are in place for any dependants at home while the employee is working.
Managers should ensure that their assessment is fair and equitable and not likely to create scope for claims of either direct or indirect discrimination from the employee or other individuals.
Agreeing A Home-Working Arrangement
If home-working is agreed formal local agreements must be made on the following and recorded on the Agreement to home-working form at Appendix 3:
Hours To Be Worked At Home

The hours to be worked at home must be agreed formally and must comply with the employee’s contractual hours, and the University policies on rest breaks and core working hours.

Health and Safety Issues

Under the Health and Safety at Work Act staff working at home are required to take reasonable care of their own health and safety, to comply with the University’s Health and Safety Policy, to co-operate with the University as necessary to comply with statutory obligations, and to complete a self-assessment Health and Safety checklist.

Using laptops safely

Staff using a University laptop at home are strongly advised to read the guidance notes from Staff Development Getting Started with your laptop.
Work related stress

Employees need to be aware of time management issues and social isolation. It’s important to maintain good communications systems and formal means of contact with your line manager to minimise feelings of isolation. This is addressed via the protocols developed under the “Communication and Contact” aspect of MANAGING REMOTE WORKERS – A GUIDE FOR MANAGERS on page 15.
Accidents / Near Misses at work

Employees who sustain an injury or have an accident while working from home are required to follow University procedures for reporting such incidents .

Equipment

Equipment and Resources available to the occasional home-worker

As the University remains the occasional home-worker’s base and as a desk and equipment will be retained on campus the University is unable to provide the occasional home-worker with additional IT equipment or furniture to work from home.
However, the occasional home-worker may borrow a departmental laptop or may be issued with a work laptop as part of their School / Services IT strategy.  
Otherwise the occasional home-worker will need to ensure they have their own appropriate IT equipment and furniture and must complete the Health and Safety checklist.

For the occasional home-worker to access their emails, the intranet and their drives / folders, it is expected that they will have broadband installed at home and if they do not have a University laptop it will be up to them to install the VPN client and map their drives as detailed in the Working from Home or Remotely document.
The occasional home-worker may need to divert telephone calls from their University extension to their land-line or mobile phone to ensure service is maintained.  This can usually be done by pressing the following buttons on your work telephone: *22#9 followed by your mobile or home telephone number.   To undivert press #22#.            
Alternatively, the occasional home-worker can pick up their voicemail messages remotely by dialing 020 8411 7400.

CCSS are unable to provide IT support to occasional home-workers when they are at home working on their own equipment.  Limited telephone support and advice will be available to those working on a University laptop at home.

Occasional home-workers may, at the discretion of their Dean / Director, be issued with a mobile phone.  This will be dependent on the nature of the work, mobility of the job and expected telephone use.


Equipment and Resources available to the permanent home-worker

The University will provide or pay for the following:


· a laptop, keyboard, mouse and screen which will be supported by CCSS 
· a suitable desk, chair and lockable filing cupboard if the employee does not have a suitable one already, which will be delivered and assembled in the home

· a mobile phone  

· a printer

· cost of broadband installation, if the employee does not have already, or an additional socket to a maximum of £25

· monthly broadband fee  to a maximum of £25 a month2
· £2
 per week (pro-rated for the permanent homeworker working 3 or 4 days at home) towards additional expenses such as electricity and gas.  This will be paid monthly through payroll.
· Arrangements can be made via CCSS Helpdesk to divert telephone calls from a University extension to the home-worker’s land-line or mobile phone.  This will incur the additional cost of the out-going call to the budget-holder.

· CCSS can provide limited telephone IT support and advice to permanent home-workers when they are at home.  The Dell Managed Service can provide in-situ IT support on a chargeable basis.  
If a permanent home-working agreement is made, the equipment and furniture to be provided must be agreed by the line manager and authorised by the Dean / Director and recorded on the Permanent home-working form at Appendix 5.

IT equipment and furniture provided will be maintained /upgraded / replaced by the University at appropriate intervals and remains the University’s property.  
The member of staff is required to take reasonable care of all IT equipment and furniture, to keep them secure and to use them appropriately.  Any such equipment must be returned at the end of the arrangement.  Where a laptop is provided by the University for home-use or mobile working a desktop computer will not also be provided for office use.

· The laptop will be configured to CCSS’s standards and will have the latest versions of CCSS software.

· VPN software will be installed on the laptop as part of the CCSS standard configuration.  It is the staff member’s responsibility to select and set up their Internet Service Providers (ISP) connection.

· If problems occur with University provided IT equipment used at home, users must log the problem with CCSS and arrangements will be made to correct the problem.  Employees will need to attend campus to work while any equipment / furniture is unusable and until it is repaired or replaced.
· If a printer is used, requests for consumables such as paper and cartridges must be authorised by the line manager and collected from the university.

Taking University equipment off campus
· Staff must complete the Permission to Take Equipment Off Campus form before taking IT equipment off campus

· All equipment taken home must have a CCSS asset tag and CCSS must be informed of the equipment taken off campus and when it is returned.

· CCSS reserves the right to require staff with equipment at home to bring it in for annual PAT testing, audit and update purposes at a time of CCSS’s choosing.
IT equipment provided by the university should not be used by non-Middlesex University staff nor should personally owned or non licensed software be installed on the laptop.
All home-workers must be fully conversant and must comply with the University’s Computer Use Policy.
Expenses, claims and taxation

As the home-working arrangement will be entirely voluntary, all staff will be expected to meet the cost of travelling from their home to their base campus or claim the cost of travel to another location less the cost of travelling to their base campus.  All additional travel costs for business use will be claimable as usual through Oracle.  

Furniture provided by the University is a taxable benefit.  The furniture will be declared on the annual P11D form and the employee will be taxed on 20% of the market value of the item when it was first provided.
IT equipment remains the property of the University and is not subject to tax.

In theory if a room in the house is used for business purposes only it could attract business rates and may attract capital gains tax on selling the property.  Staff may wish to consider not using a room solely for home-working but to use the room when not working as a study, guest room etc.  However, independent financial and tax advice should be sought on this.
Insurance Cover

Staff are advised that working from home may affect the provisions of any home and contents insurance policy, although this should not affect your premium.  It may also affect mortgage provisions.  Employees should therefore inform their insurers / mortgagors / landlord before commencing home-working.  There is a template letter at Appendix 6.
Employees should ensure that all University-owned property is used appropriately and responsibly and that all reasonable precautions are taken to prevent damage and theft.  Any damage or theft of University property must be reported to the line manager immediately, who will arrange for the relevant replacement.
All staff working at home are covered by the University’s Employer’s Liability Insurance and Public Liability Insurance providing the rules of this policy have been followed.
London Weighting

London Weighting is payable at the rate currently applicable for the base campus within the defined London Borough.  However, London Weighting is not payable to those staff contracted to work permanently at home and who live outside London (as defined by a recognised London Borough).

Personal Details and Safety

Staff are advised not to release their home address and telephone number to non-members of staff.  If a postal address needs to be given out, it should be that of the School / Service at a Middlesex campus.  Arrangements should be made for the collection / forwarding of post.  Only mobile telephone numbers or a Middlesex telephone number should be given out.  Arrangements can be made to divert telephone calls from a Middlesex extension to the home-workers home telephone number or mobile number.  Home-workers are advised not to meet students or other University customers at home.  Suitable arrangements for meetings should be discussed with the line manager. 

For staff working permanently at home they may need to admit authorized visitors to their home for the following reasons:

· Inspection of working arrangements and equipment for health and safety reasons

· Delivery and installation of equipment and furniture

· Repairing and servicing of university equipment

· Meeting with the line manager

All visitors will give reasonable advance notice and carry proper identification which should be asked for before admitting them.

Communication and Contact

Communications arrangements must be robust. Local protocols will be developed, agreed and put into place with the line manager before home-working can commence. Staff working at home should be contactable by telephone and must be available during the nominated times.  They should let their manager or colleagues know in advance (where appropriate) of any times they will be out e.g. at business meetings, visiting other campuses, etc.  The use of and access to Outlook calendars is essential.
For staff who work regularly or permanently at/from home it is essential that the line manager maintains regular contact with the member of staff, with regular telephone calls, one to one meetings, and team briefings at the University.  Managers must also ensure that the member of staff is included in the appraisal process, and receives all usual memos, notices etc.
See Managing remote workers – a guide for managers on page 15.
Security and Data Protection

Security and confidentiality rules continue to apply to all business conducted on behalf of the University.  Home-workers must ensure that data and documents kept at home are stored securely in a lockable cupboard/room and that computer-held data and documents are subject to security log-ins and protection.  Confidential information must not be accessible to other members of the household.  Confidential waste material must be shredded.

The line manager and staff member should discuss how the University will retrieve important documentation, data, and equipment in the event of a personal or domestic event e.g. fire or theft.  Regular exchange of information should take place.  Staff should be reminded to ensure they back up any files saved to their local hard disk.
Reporting/booking Absence

The usual rules for taking any kind of absence or reporting in sick still apply.

The line manager and staff member should discuss local arrangements.

Trial Period and Review

The home-working arrangement should be reviewed regularly to monitor its effectiveness.

The length of any trial period will be stated in the agreement. A suggested starting point would be three months.  An agreement to review and evaluate the home-working arrangements must detail a date for such a review and the subjects that will be covered.  The Health and Safety checklist must be reviewed on an annual basis.  Review of performance must be made against agreed targets.  Other considerations should include: how others have found the arrangement and its effectiveness; the impact on colleagues; how office/work space has been affected within the School/Service.

Termination Of Home-working
Where circumstances change so that a home-worker or their manager needs to consider whether particular home-working arrangements can continue, they should discuss this together.  In cases where the home-working arrangement cannot be continued a one-month period of notice on either side should be given before the post reverts to being office-based.  However, if a member of staff has been home-working for some time, it may be appropriate to show some flexibility about the period of notice required.

Further Support
If an employee or line manager would like further support or development of skills to manage home-working, resources are available through the Staff Development pages.
Summary flow chart for employee wishing to homework

Make sure you have read the Home-working Policy and Guidance thoroughly.


















Managing Remote Workers – A Guide For Managers
Defining the individual’s role well

It is important that all employees in a team have up to date job descriptions and understand what is expected of them.  This becomes even more important for the home / remote worker who may not have constant interaction with the rest of the team or the line manager.
Setting Objectives
Often where a manager is reluctant to explore home-working this is due to a fear of the unknown. There can be an understandable concern that “if I can not see them how will I know the work is getting done?” or “my team is delivering well, why risk introducing a new work pattern?” However, the management skills required are the same as if the employee were based at one of the University’s sites e.g. supervision, setting workloads, motivating, ensuring quality and performance management. Only the environment has changed, not the managers skills.

It is important to recognise that visibility in the work place is often a poor guide to an individual’s productivity. Output can be measured wherever the person is located and irrespective of the time they may work. The focus for managers has to be outputs in terms of quality and quantity.

It may help to consider the employee’s key result areas and to draw up a list of the main outputs of the job - the individual’s job description and most recent appraisal targets should be helpful in this respect. From this list it should be possible to assign a usual time taken per output area. If it is difficult to assess it may help to monitor normal performance in the workplace prior to commencing a home-working trial.

You should meet with the employee to agree specific objectives in a defined time period. This could be a week or month or in rare circumstances longer, for example where the individual is working on detailed research or project based activity. Objectives should be S.M.A.R.T (Specific, Measurable, Attainable, Relevant and Time bound).    For remote workers it is imperative that objectives are clearly written down and shared.  Any amendments to the objectives must be recorded in writing.

The Action Plan in our Appraisal form can be used as a template.
In most circumstances it will be up to the individual as to how they plan their individual day, as long as they work during the agreed core hours, meet the objectives and give interim feedback on progress.
 

You should then monitor and appraise staff just as you would were they office based i.e. use those objectives to monitor how the employee is progressing in terms of quality and quantity of work and if they need any assistance, training or support.   Contact Staff Development for access to online training for Setting Objectives.
Trial Period/Regular Reviews
All home-working arrangements are subject to an initial trial period of between 3 – 6 months in order to ensure that the home-working arrangements operate satisfactorily for both management and home workers. Thereafter home-working arrangements and the Health and Safety checklist will be reviewed formally at the annual appraisal. However, on-going monitoring and two-way feedback should occur as part of regular one to one meetings.  New employees appointed on a permanent home-working basis should have a period of time based on campus before home-working commences. 

Hours Worked
Colleagues, customers and managers need to know when a home worker is available to contact. Times when the home worker cannot normally be contacted must also be made clear.

Normal procedures for agreeing working times and patterns should be followed for home workers as for other employees and should fit in with the University’s core hours, and policy on rest breaks.  Any extra hours worked outside the normal/agreed hours of work must be agreed in advance.

Training and Development
Staff Development provide a variety of courses and online training to support employees and their managers in making homeworking a success.  Please visit the Staff Development pages.
Employees working at home will have equal access to training and development as office-based colleagues. They will also be subject to the employee development / appraisal processes and directorate IIP requirements. 

For new starters, home-working will not normally be agreed until the normal induction and probationary period has been successfully completed. 
Below are examples of various development tools for remote workers:

Telephone coaching
It is essential that the line manager speaks regularly to the remote worker on the telephone to enable a two-way conversation.  It is a proven way of dealing with performance blockages and helping to clarify ways of improvement and development.
Mentoring

Mentoring, different from coaching but often confused with it, is usually provided by an independent person with more experience who can guide the employee and act as a sounding board.

E-learning

E-learning refers to anything delivered, enabled, or mediated by electronic technology for the explicit purpose of learning.  Staff Development have a range of e-learning courses available.
Internet

Using search engines to find latest information on various work-related subjects.
Professional forums
These are a way for professionals to find out information about a specific work-related subject and to further their professional and/or personal knowledge and development.
Professional / trade journals

These are useful for reading around a topic; learning of latest developments in the field; reading about others’ experience with a similar challenge.
Local networking

Meeting with other similar professionals, or even other home-workers, outside of working hours, can enhance your development and knowledge, and can alleviate feelings of isolation associated with home-working
Training courses

Staff Development run a variety of courses and details can be found on the Staff Development pages.  Home-workers should be encouraged to avail themselves of this facility again as a way of improving skills, networking and meeting other University colleagues.
The above development tools should be discussed in the annual appraisal and appropriate tools incorporated into the staff development plan.

Communication Standards
You should agree communications procedures prior to commencement of home-working, including the following: 

 An appropriate system of regular communication 

· How performance and output will be assessed 

· How supervision will take place 

· Procedures for reporting-in (email, phone system etc) 

· How the effects of isolation may be addressed 

· Location and frequency of meetings 

· Use of technology for keeping in touch (email, instant messenger, mobile) 

· Management of personal and welfare needs, training and personal development opportunities 

Regular Contact
You should define how often the home worker will attend the University workplace and contact by telephone or e-mail. It is generally considered good practice for a home worker to spend some time in the office on a regular basis to maintain contact with the team, colleagues and University.  This is beneficial to promote communication between team members; to develop the team; and to mitigate the effects of isolation that can be experienced by the home-worker.
 Employees’ private home numbers and home addresses must not be divulged although dedicated home work telephone numbers may be issued. 

Homeworkers must use the Outlook electronic calendar so that colleagues and managers have access to their diaries at all times. They must also use a telephone message taking facility if they are out of the home office and apply “out-of-office” messages to their email facility. 

You should contact the home worker at least once a week to monitor and provide feedback on work undertaken and times must be agreed when the manager can be consulted by the employee. 

It will be necessary for you to ensure that a home worker is kept up to date with University developments. This will normally be achievable through access to the Middlesex University Intranet but will from time to time need to be supplemented through specific discussion via the phone or at regular one-to-one meetings (see below).

It is also considered good practice to ensure that trades unions have the same degree of access to home workers as to office-based employees. 

Team Meetings
Employees working at home should attend all team meetings. This is important to enable the home-worker to develop strong working relationships with other team members and to feel part of the team.  There should also be informal meetings with the team and other opportunities to maintain regular contact through telephone and e-mail, and perhaps social events. At all times managers must ensure that home-working arrangements do not adversely affect other team members who continue with office-based working arrangements.

One-to-One Meetings
It is important that you ensure home workers have the opportunity for one-to-one meetings with you as often as other team members. Good practice will be at least monthly. In this respect it may be advantageous to pre-book meetings which must be held in a University establishment rather than in the employee’s home. However, sickness absence review meetings or return to work interviews can take place in the home if more suitable. Regular face-to-face management supervision must take place at least monthly 
Sickness  

Sickness must be reported in accordance with the Middlesex University Sickness Reporting Procedure. 

Post
You should ensure that arrangements are in place to collect and send work related post. Receipts are required for any stamps used and money will be redeemed in line with the usual arrangements.


Questions to help you explore your 
skills for managing home-
workers / remote workers

	Statement
	Yes
	No
	I would benefit from training in this area

	1. I have managed remotely with success
	
	
	

	2. I am able to set clear goals and objectives
	
	
	

	3. I communicate clearly and address any miscommunication immediately
	
	
	

	4. I am able to give regular constructive feedback
	
	
	

	5. I disseminate information freely and in a timely manner
	
	
	

	6. I am confident in using technology to communicate with staff
	
	
	

	7. I can delegate appropriately
	
	
	

	8. I trust staff will do what they say and deal with any issues swiftly
	
	
	

	9. I am more interested in the outcome of an employee’s work than needing to control how the outcome was achieved
	
	
	

	
	
	
	


Are there areas you need to explore further?

What steps could you take to build this area into a strength?

Summary flow chart for line manager receiving a request to homework

FLOW CHART
Make sure you have read the Home-working Policy and Guide thoroughly.
















Appendix 1
Questions to help you explore your suitability for home-working / remote working
	Statement
	Yes
	No
	I would benefit from development in this area

	1. I am comfortable with spending a working day by myself
	
	
	

	2. I find it easy to start work each day
	
	
	

	3. I am self-motivated to complete projects
	
	
	

	4. I am able to ask for help when I need it
	
	
	

	5. I deal with issues swiftly
	
	
	

	6. I can accept feedback even constructive negative feedback
	
	
	

	7. I am able and confident using technology
	
	
	

	8. I am comfortable with communicating via telephone, telephone conferencing, email, intranet etc
	
	
	

	9. I maintain strong boundaries between home and work life
	
	
	

	10. I believe that health and safety in the working environment is important
	
	
	

	11. I will be able to safeguard university property and prevent other members of the household from accessing University IT equipment and paperwork 
	
	
	

	12.  I have a quiet area in which to work and I will not be disturbed by other household members
	
	
	

	13. I understand that home-working is not a solution to caring responsibilities and that all dependents (and pets!) will have care provision in place and I will not be disturbed to deal with caring issues
	
	
	

	14. Dependants and carers understand that I will be working and will not be available to them except in an emergency
	
	
	


Are there areas you need to explore further?
What steps could you take to build this area further?

Appendix 2
Examples of jobs suitable for home-working
It is not possible to provide a definitive list of jobs suitable for home-working.  However, research on home-working indicates certain job characteristics which lend themselves to home-working.
Suitable characteristics
· A high degree of written rather than manual work
· Customer service / help-desk work where enquiries are answered by telephone or email
· Work performed on an individual basis with clearly defined areas of individual work e.g. project work, research and report writing, case work, administrative tasks, data inputting
· Work which has clearly defined objectives, and is not subject to sudden changes of priorities
· Research, teaching preparation, marking/assessment of course / exam work
· Mobile workers who travel frequently but need a desk base
Unsuitable characteristics
· Front of house work e.g. receptionist, customer services where one to one contact is essential
· Teaching of students, giving students one-to-one feedback, advising students on individual matters
· Providing a service where one to one contact is essential.  E.g advisory work, appointments with staff / students, library work; catering service
· Work which needs constant access to central filing systems / central resources 
· Work which requires close contact with a team, constant input / exchange of information from other team members or other employees
· Building / campus based work e.g. caretaking, maintenance work, cleaning, security duties
Appendix 3
Agreement To Home-Working Form
Name of staff member:…………………………………..

Job title……………………………………..

School/Service……………………………

Home Campus …………………………..

Contractual hours per week…………….
Name of Line Manager;……………………………..
Name of Director/Dean…. ………………
Home telephone number:……………………………………………..

Mobile number:………………………………………………………….
Suitability for home-working
The Job

Is the post suitable for home-working?

Yes on a permanent*/occasional* basis







No
Will home-working have a negative impact on the efficiency of the Service/School?
Yes / No
Has this arrangement been discussed with colleagues who may be affected?
Yes / No
The Person

Is the post holder likely to be effective as a home worker?

Yes / No
Is the post holder subject to any disciplinary / capability / managerial concerns which are relevant to the postholder’s performance?




Yes / No

The Home
Have you considered the suitability of the staff member’s home for home-working?       Yes / No
Please attach the completed Health and Safety checklist.
Arrangements

What trial period has been agreed?

On what date will a review be held?
Will employee work from home regularly or ad hoc?
If regularly show pattern of work.  Usual contractual / core hours should be worked:


Example:    Mon         

Mon
  Tues 
         Weds  
      Thur 
Fri__
Location: 
​​Home_________________________________________________
Start time:

       9am___________________________________________________
Unpaid lunch break:        1 hr___________________________________________________
Finish time:

       5pm___________________________________________________

Daily hours (exc break): 7 hrs
What is the sickness reporting procedure for the employee when they are due to work from home?
What communication and contact arrangements have been made between the employee and line manager?
Insurance cover

I understand that I am responsible for informing my landlord/mortgagor/insurance company that I am homeworking.
Signature of employee:

Print name:

Date:  
Security and Data Protection

Is the employee aware of their obligations under the Data Protection Act?

Yes / No
Have they made arrangements for the safe storage and protection of equipment, data and documents?

Yes / No
I confirm that I have read and understood the Home-working Policy Statement and Guide for Managers and Employees, and that I have read all related policies and documents referred to in the Home-working Policy Statement and Guide for Managers and Employees.
I confirm that I agree to comply with the regulations of the Home-working Policy Statement and Guide for Managers and Employees and the arrangements in this agreement.

Name of employee……………………..

Name of line manager: ………………………




Signed………………………..Date:………….

Signed………………..Date:……………

I authorise the above Home-working Agreement

Name of Head of Department / Director …………………………………

Signed………………………….
Date:……………………..
Please send one copy of this agreement with the completed H&S checklist to your HR Assistant in HRS, who will record the information on PAFIS and inform Financial Services for insurance purposes.
Appendix 4
Health & Safety Checklist For Middlesex University Staff Who Work From Home
All  homeworker are required to work in a safe environment.  All staff who plan to work from home must complete this Checklist. It is not the policy of the University to assess staff’s home working environment unless the checklist below reveals serious concerns, and in agreement with the member of staff.

Name of employee (print):

Home address: 
Date:

General Conditions

Please comment/ tick as appropriate (attach comments on supplementary sheet if desired)
	
	Guidance
	Yes / No

or comment

	1. Temperature
	The legal minimum temperature is 16 c  but a temperature of between

 21-24c  is normally considered comfortable for sedentary work.  Are you able to provide and maintain this level of heating when required?

In hot weather a fan plus increased ventilation may be necessary to achieve a  comfortable working temperature. Are you able to achieve a comfortable working temperature during periods hot weather?

	

	2. Lighting
	It may be necessary to use task lighting (a portable desk lamp or similar) to provide a suitable level of lighting . This will improve the light level where  required without causing  glare on your screen from ambient light . Do you have a desk lamp or similar?


	

	3. Ventilation


	Is there adequate ventilation – for example if you have converted an area of your home into a study / office is there a means of providing ventilation?


	

	4. Fire


	The equipment you use for work and the configuration of your working area should not obstruct your means of escape or the means of escape for others. It is a general recommendation that smoke detectors are installed and maintained in your home. 

Paper is combustible and electrical equipment can be a source of ignition. Good housekeeping should be practiced to reduce the risk of fire starting or developing in your home. 

 For advice on fire safety at home refer to http://www.direct.gov.uk/en/HomeAndCommunity/InYourHome/FireSafety/index.htm  
	

	5. Space
	Is there sufficient space available? Can you move about freely without bumping, twisting, stepping over or climbing on things? 

Is there suitable storage space available for the work and are the floor and walls designed to take any additional loading caused by the work and equipment?


	

	6. Electrical installations


	Middlesex University is responsible for the equipment it supplies. Electrical sockets and other parts of the homeworker’s electrical system are the homeworker’s responsibility.

Does your home electrical installation provide sufficient protection: fuses/ circuit breakers, and are there a sufficient number of sockets available?
	

	7. Work equipment provided by Middlesex University
	Middlesex University has a duty to ensure that any equipment provided for the purpose of work is:

· Safe, correct for the job, adequately maintained and proper information, instruction and training in its use is provided.

You will be required to bring equipment into the University for testing , inspection and  maintenance as and when requested. Are you able to comply with this requirement?

List the equipment provided by the University and indicate if it is in a safe condition and “fit for purpose”: 


	

	8. Work equipment not provided by Middlesex University
	It is advisable that the employee ensures any equipment used, which is not supplied by Middlesex University, is safe and fit for purpose. This requires it to be used and maintained in accordance with the manufacturer’s instructions.

List the equipment used for work activity but not supplied by Middlesex University and indicate if it is safe and “fit for purpose”.


	

	9. Work related stress
	Are there any factors about homeworking that could contribute to work related stress?

This could include: 

Domestic distractions

Level of, or, access to supervision / guidance

Control over workload (over or under loading)

Not being able to make contact with colleagues

Not being able to resolve problems in a reasonable and timely manner

Concerns about your role 

Concerns about working relationships

Control over working hours – separating home life from home working

Lone working and/or feelings of isolation


	


	Equipment
	Risk Factors

You are advised to under go the E –Learning module on Computer Safety. 
Have you completed this module?

If you do not know how to adjust your chair, or how to create a safe ‘workstation,’ you are required to attend a practical training session.

Have you received training on how to create a safe workstation?
	Yes / No

Or comment

	
	
	

	1. Display Screen
	Are the characters clear and readable?

Is the text size comfortable to read?

Is the image stable i.e. free from flicker?

Is the screen’s specification suitable for its intended use? ( for example graphic work may require large display screens)

Are the brightness and/or contrast controls adjustable to prevent eyestrain?

Is the screen free from glare and reflections?

Does the screen swivel and tilt?

Do you have adjustable window blinds?

It is recommended that if using a laptop for any prolonged period of work an external monitor should be used.
	

	2. Keyboard
	Is the keyboard separate from the screen (unless it is a laptop)?

Are the characters on the keys easily readable?

Are you able you look at the screen with your keyboard directly in front of you when seated at your computer chair, and find a comfortable keying position?

Does the keyboard tilt?

It is recommended that if using a laptop for any prolonged period of work an external keyboard should be used. 
	

	3. Mouse, Trackball etch
	Is the device suitable for the task it is used for?

Is the device positioned close to the user?

Is there support for the user’s wrist and forearm?

Does the mouse work smoothly at a speed that suits the user?

Can the user easily adjust the software settings for speed and accuracy of the pointer?

It is recommended that if using a laptop for any prolonged period of work an external mouse should be used.
	

	4. Software 
	Is the software suitable for the task?
	

	5. Furniture
	Is the work surface large enough for all the necessary equipment, papers etc?
Is it at a comfortable height so that you can achieve and maintain an anatomically correct posture? If you do not know what this means you should seek guidance.

Can the user comfortably reach all the equipment and papers they need to use?

Are surfaces free from glare and reflection?

Is the chair stable?

It is recommended that the  chair has:
· Seat back height and tilt adjustment

· Seat height adjustment

· Swivel mechanism

· Five star swivel base

Does the chair allow the user to have his/ her feet placed flat on the floor?

If your feet cannot be placed flat on the floor do you have use of a footrest?

Is the small of the back supported by the chairs backrest?

Are the forearms horizontal and eyes at roughly the same height as the top of the display screen?

Are your feet placed flat on the floor, without too much pressure from the seat on the backs of the legs?

Do you need to use a document holder to avoid neck and shoulder strain?
	

	6.Electrical supply
	It is recommended that you turn off the electrical supply to the computer after use, can you do this?

Is the plug for the computer in safe working order and free from discoloration or any visible damage?

Is the outer covering of the computer cable and wiring intact?

Is the outer covering of the cable securely covered at the point where it enters the plug?

Are there burn marks or staining on or around the plug/ socket where the computer is used?

Are there any trailing cables?
	

	Lap tops
	Like using desktop equipment people should be trained on how to minimise the risk and follow the principles outlined above.

This includes achieving an anatomically correct position, angling the screen so it can be seen clearly with minimal reflections, and taking frequent breaks if work is prolonged. Laptops should be placed on a firm surface at the right height for keying.
	


WHAT TO DO NEXT?

The completed form should be submitted to your line manager. The line manager will make a decision, taking advice from a Health and Safety Professional as appropriate, as to whether the location and/ or equipment used is adequate to allow the member of staff to work from home.

To be completed by line manager of employee working from home:

On the basis of the information above, and having taken Health & Safety advice as appropriate, I agree / do not agree to ….………………………….  working from home on occasions to be agreed in advance.

Print:

Signed: …                                 Date: …
Appendix 5
Complete for Permanent Homeworkers Only:

Equipment / Resources to be provided by the University to the employee (please tick):


Laptop


Docking Solution

Printer 


Mobile phone


Delivery of equipment to home 

Installation of equipment at home 
Please ensure the above are ordered through CCSS in the usual way, using IT Purchasing information.
Which of the following will be reimbursed to the employee (please tick):


Installing broadband up to £25 
       Broadband costs up to £25 per month 

Please ensure the employee claims for these under business expenses through Oracle.


£1.20 (3 days)/£1.60 (4 days)/£2 (5 days) per week additional expenses 

Please ensure the employee claims for these under business expenses through Oracle. 

Which furniture purchases will be reimbursed to the employee (please tick)


Desk up to £200 
   Chair up to £100 

Lockable filing cabinet up to £75


Delivery of furniture to home up to £50

Assembly of furniture up to £50

Please ensure the employee claims for these under business expenses through Oracle

Is the employee aware of what benefits will be taxable?  
I authorise the above provision of resources.

Signed by Dean………………..………………………….
Date:……………………..
Print name of Dean:……………………………………

Signed by Executive line Director..………………………….
Date:……………………..
Print name of Executive member:……………………………………

Please send a copy of this to HRS along with the Agreement to work from home form and the Health and Safety checklist

Signed by Director of HRS………………..……………………Date:……………………..
Print name of Director of HRS:……………………………………  
Appendix 6
Template letter to Domestic Insurance Company / Mortgage provider / Landlord

To use this template please read carefully and delete paragraphs which are not applicable to you.
Home  Address

Telephone number

Date

Name and address of insurance company /

Mortgagor / landlord

Ref no:

Dear Sir / Madam

I write to inform you that I intend to commence home-working for my employer, Middlesex University, on date for xx days a week.

The nature of the duties I will be carrying out at home is low-risk administrative work:  reading and sending emails, typing, reading documents, marking course-work, using the telephone* delete as appropriate
While carrying out computer work at home I will either be logged into my employer’s network and all electronic data will be stored securely on our central server, or I will back up data regularly. 
Please find enclosed a copy of Middlesex University’s Home-working Policy; my completed Agreement to Work from Home form and my completed Health and Safety checklist.


Delete the following paragraph if not applicable: My employer, Middlesex University, will be providing the following equipment and furniture for home-working use and this equipment and furniture remains the property of the employer and will be subject to PAT (Portable Appliance Testing) on an annual basis, organized by Middlesex University.
Item



Make and model
Serial number


Cost to replace

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Delete the following paragraph if not applicable:  While working from home I will be using my own furniture and equipment which I understand are already covered under my existing insurance policy.

I can confirm that I will not be meeting clients or visitors in my home.  All business meetings will occur outside of my home.

As the nature of my work is low-risk; the value of the equipment and furniture provided by my employer does not exceed £1,500 in total; and my increased presence at home will lower the likelihood of theft, I do not expect my premium to increase.

If you propose to increase my premium I reserve the right to terminate my insurance policy with you and to find a more competitive quote.

If you require more information please do not hesitate to contact me.
Yours faithfully

Name
cc
Landlord’s name and address


Mortgagor’s name and address

Enc. 
Middlesex University’s Home-working Policy 


Completed Agreement to Home-working form


Completed Health and Safety checklist

Appendix 7
Letter rejecting a request to homework

Line managers should consult their HR Advisor before using this letter as a template to formally notify an employee that they will not be able to work from home. 
Dear

Further to our meeting on date I have carefully considered your application to work from home …… days a week and I write to formally notify you that this will not be possible.

The reason for this is as follows:  (delete paragraphs which are not applicable)

Suitability of home

Your completed Health and Safety checklist has identified areas which do not comply with Health and Safety requirements.  In order to comply with Health and Safety requirements you will need to put in place the following before your application can be considered again:
List requirements

Suitability of post
Due to the nature of your job, home-working is not possible because:

You are required on campus to provide a service to staff / students which cannot be conducted remotely/ requires one to one contact

In order to carry out your duties you need constant access to central filing systems / central resources / specialized equipment or constant input from other employees

Suitability of individual

In my opinion, you are not suited to home-working at the moment because:
You are new to the job and have not passed the probationary period

You are still learning all aspects of the job which requires you to be on campus where you can gain more experience.  Once you have more experience I will be willing to consider a request again.

There are documented performance / managerial issues with your work - give details, and it would not be appropriate for you to work at home unsupervised.
Due to your sickness record, which is not attributable to a disability, and which is currently being managed under the Sickness and Ill Health Policy, it would not be appropriate for you to work at home until your attendance record improves.

Appeal process
If you wish to appeal against my decision please put this in writing to put the contact details, usually the Dean / Director and send a copy to the Deputy Director of Human Resource Services, outlining your reasons for appeal.






























Through discussion, use of Appendix 1 and H&S checklist, is the home suitable for home-working?




















Is the individual suitable for home-working some or all of the time? (Use Appendix 1 and previous appraisal records)





Arrange to meet with employee within 3 weeks of receiving a request





Yeses





Is the post suitable for home-working some or all of the time?





Yeses





No





No





No





Yeses





 Explain to the employee why the post / individual / home is not suitable and follow up in writing explaining why and giving the opportunity to appeal.  Use appendix 6 template.








 Complete the Agreement to Homework form.  Attach completed H&S checklist. Arrange relevant training on homeworking.  Arrange procurement of furniture and equipment if relevant.  Agree a start date.








Review working arrangements





If you still wish to homework and you think your home, your post and you as an individual are suited, ask your manager for a meeting to discuss this.








Meet with line manager and discuss the possibility of homeworking





Before the meeting complete the H&S Checklist as far as possible.





Complete Appendix 1.  Are most of your answers “yes”?








Yeses





No





 Your line manager will write to you formally explaining why and you have the opportunity to appeal.











No





Can your line manager accommodate your request?





 Consider how you can make changes so that most of your answers are “yes”.  Alternatively, consider that  you may not be suited to homeworking at the moment.








Yeses





 Complete the Agreement to Homework form.  Attach completed H&S checklist. Undertake relevant training on homeworking.  Agree a start date/








Review working arrangements


































































































� furniture is a taxable benefit.  The furniture will be declared on the annual P11D form and the employee will be taxed on 20% of the market value of the item when it was first provided


� To be registered in the employee’s name.  This is a taxable benefit. This will be declared on the annual P11D form.


� £2 per week is non-taxable and is the recognized HMRC rate.
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