Policy Name:

Home Working Policy

Policy Number/Version No:

HR 24 / Version 1

Effective Date:

1 July 2021

Review Date:

No later than 31st August 2023

Policy Responsibility:

Assistant Principal - HR & OD

Approved By:

CMT

For Action By:

HR Team

For Information to:

JCC/ All Staff

1

2

Overview
1.1

Homeworking can be really beneficial for individuals and organisations. We try to
accommodate it wherever possible.

1.2

This policy explains how to apply for homeworking, and the things we take into
account when considering your request. It also covers the safeguards that need to
be put in place and the practical arrangements that make homeworking a success.

1.3

This policy does not form part of your employment contract and we may update it at
any time.

What is homeworking?
2.1

Homeworking means working from home on an occasional, a temporary or a
permanent basis. It could be a one-off day. It could be a new pattern of working
partly from home. It could be working entirely from home for a fixed period or
indefinitely. There are lots of options and this policy covers all staff groups. It is no
longer the expectation that all staff, including teachers, will be on site for all their
working hours. However, any arrangements, even occasional, need to be agreed in
advance with the line manager.

2.2

Homeworking does not entitle you to choose when and how you work. It simply
means you do your job from home. Your contractual obligations, including your
core working hours, continue to apply. Any changes would need to be agreed
between us.
Occasional homeworking

2.3

2.4

There are various reasons why you might want or need to work from home on a
particular day or for a short period. These could include:
2.3.1

logistical difficulties in getting to work, for example on a snow day;

2.3.2

needing to concentrate on a work document in a quiet environment;

2.3.3

remaining at work on medical advice where you are still fit to work.

This policy does not focus on occasional homeworking, although we do touch on it.
It is aimed more at homeworking arrangements that change your contractual “place
of work”.
Homeworking that changes your “place of work”
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2.5

This is when you have agreed a new working arrangement with us. It is where your
home becomes your working base for at least some of the week/month, temporarily
or permanently.

2.6

You can either follow the procedure set out in this policy, or the procedure set out in
our Flexible Working Policy.

Is your role suitable for homeworking?
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3.1

We will consider your homeworking request under this policy if you are an employee
and have passed your probationary period or where homeworking is a reasonable
adjustment under the Equality Act 2010.

3.2

We will need to be satisfied that your role is one that is suited to homeworking (not
all are).

3.3

You will also need to have the personal attributes and skills that mean you should be
able to do your job effectively from home. Things like:
3.3.1

the ability to work independently;

3.3.2

self-motivation;

3.3.3

self-discipline;

3.3.4

good time management;

3.3.5

the ability, through remote technology, to access materials you will need
and speak with people you’ll need to speak with; and

3.3.6

being able to separate work life and home life.

3.4

Your personnel record, including your recent conduct and performance levels and
any unexpired warnings, will be taken into account when we make any decisions.

3.5

Your home environment must be suitable for homeworking. This includes having a
decent working area and a reasonably strong internet connection.

How to do I apply for homeworking?
4.1

Occasional homeworking usually needs to be arranged at short notice. That might
be because your child wakes up unwell (in which case you should also consider your
right to take time off to care for a dependant), or where poor weather makes it
advisable for you to stay at home. In those types of situations, you should contact
your line manager as soon as you think you will need to work from home. They will
decide whether or not to authorise homeworking on that occasion.

4.2

If you would like to make homeworking a normal part of your contract, you should
discuss this with your line manager. If you then decide to make a formal request for
homeworking under this policy, send an application letter or email to your manager
a member of the HR team.

4.3

It is important that we have enough time to consider your request properly, so
please send any request to us plenty of time in advance of when you would like the
homeworking to begin.

4.4

If you are applying for homeworking as a flexible working request (which has a
special formal process set by employment law) you must be clear about that and
follow our Flexible Working Policy.

What should I include in my application?

5.1

5.2
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Tell us in as much detail as you can about the homeworking arrangement you are
proposing. In particular:
5.1.1

what your working week/month would look like;

5.1.2

whether homeworking would be a temporary or a permanent arrangement;

5.1.3

when you would like the homeworking to begin;

5.1.4

how you think homeworking could work for you, for your role and for us;

5.1.5

why you think you and your role are suited to homeworking;

5.1.6

how you would do your job just as effectively from home;

5.1.7

how you would maintain proper contact and relationships with colleagues,
students, third parties, your manager; and

5.1.8

how you would protect confidential information belonging to us and to our
students, staff, suppliers, associates, contractors.

If you believe that homeworking would be a reasonable adjustment under the
Equality Act 2010, you should tell us that and explain why.

When we receive your request
6.1

We will meet with you as soon as possible to discuss your proposed homeworking. *

6.2

We may want to visit your home (possibly more than once) to assess its suitability,
which may include carrying out a health and safety risk assessment. We may require
you to arrange and pay for any necessary modifications and may refuse your
homeworking request if those modifications are not made within a reasonable
timeframe, or if they do not rectify any health and safety risk(s) identified.

6.3

We may also want to carry out a data protection risk assessment before deciding
whether or not to agree to the homeworking.

6.4

We will write to you to let you know whether we agree to the homeworking. Each
request is considered on its own merits. Even if we have approved a similar request
in the past, we are not tied to doing the same in the future.

6.5

If your request is approved we will probably want you to complete a trial period. If
that trial period is unsuccessful, you may need to return to the previous contractual
position, unless some other arrangement can be agreed.

6.6

If you are unhappy with a refusal of your request under this policy, you should write
to the Head of HR within one week of our decision, explaining your reasons.

Setting up the homeworking
Property and equipment
7.1

We might loan you some of the things you will need to be able to do your job
properly and safely from home. These may include stationery, a laptop, desk and

chair, secure filing cabinet. We may ask you to cover the cost of any necessary
installations such as broadband connections.
* This could be your line manager or a HR representative or a Health and Safety representative

7.2

All employees must also ensure read and comply with the IT and access information
set out in Appendix 1

7.3

You must take good care of anything we loan you and return it to us when
requested. You must report any damage to any items loaned to you (or
malfunctioning of them) to your line manager as soon as possible.

7.4

You may use the equipment or other property we provide for reasonable and lawful
personal/family use.

7.5

If you intend using any personal equipment such as a computer for homeworking
you must check with us first. We will need to make sure that it’s suitable. Any
personal equipment that we agree to you using remains your responsibility, so you
would need to cover the cost of things like repairs.

Household bills
7.6

You will be expected to cover the cost of utilities including heating and electricity
necessary for your homeworking.

Mortgage, lease and insurance
7.7

You are responsible for making sure that your mortgage or lease and home
insurance do not restrict or prevent your home being used for work.

7.8

You should discuss with your home insurer any changes that may need to be made
to your policy to ensure that you are fully protected while working from home. You
are responsible for any additional premiums.

Tax
7.9
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There may be tax implications to homeworking. You should get specific advice on
this.

Managing the homeworking
8.1

Employees who work from home are subject to the same rules, procedures and
expected standard of conduct and performance as all other employees. Contractual
obligations, duties and responsibilities remain in place, as do our workplace policies.

8.2

We want you to remain as involved as possible in the College and our activities while
you are working from home. This includes having access to College news, events
and benefits, as well as opportunities for professional development, training and
promotion.

8.3

We will keep in regular contact with you during your homeworking via phone, email,
video conferencing and face-to-face meetings.
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8.4

If you at any point feel isolated, left out, or lacking guidance or support you should
discuss this with your manager or a member of HR.

8.5

Where an IT or other problem prevents you from working effectively from home,
you should contact your manager straightaway. We may need you to come into the
College until the issue has been resolved.

8.6

If you cannot work on a homeworking day because of illness or injury, you must
follow the procedure set out in our Absence Management Policy.

Expenses
9.1

We will reimburse you for your reasonable postage and printing costs subject to the
Expenses Policy being satisfied.

9.2

You should email your expenses claim form to your line manager at the end of each
month.

Health and safety
10.1

We may carry out periodic health and safety risk assessments of your homeworking,
as well as maintenance checks and electrical testing.

10.2

You have a responsibility to take reasonable care. If you have any health and safety
concerns, or if an accident or incident takes place, you must immediately report this
to the Head of Estates in line with our Health and Safety Policy.

10.3

It will not usually be appropriate to hold work-related meetings in your home, or to
give out personal details like your address. If you are unsure about any aspect of
this, contact a member of HR or Health and Safety.

Security, confidentiality and data protection
11.1

Our high standards must be adhered to at all times. You should familiarise yourself
with our Data Protection Policy in particular.

11.2

Data protection risk assessments will be carried out periodically.

11.3

Only equipment that we have authorised may be used for homeworking.

11.4

Whenever you are prompted to install a legitimate update to your computer or
other equipment, you must do so straightaway.

11.5

You must report any actual or potential breach of security, confidentiality or data
protection to the Data Controller immediately.

11.6

If you are in unsure about any aspect of security, confidentiality or data protection,
you must speak with either your manager, IT manager or a member of HR.

Accessing your home
12.1

We may need to access your home to set up the homeworking and to carry out risk
assessments, checks, and repairs to our equipment.
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12.2

We may also need access in order to retrieve our property, whether during the
homeworking, at the end of the homeworking arrangement, or when your
employment ends.

12.3

We will give you as much notice as possible that we need to enter your home and
you must cooperate with our reasonable requests.

What if you move house?
13.1

We will reassess the homeworking arrangement.

13.2

If we consider that the house move would make, or has made, homeworking
unsuitable, we will discuss this with you and we may decide to bring the
homeworking to an end. If that happens you will usually be able to return to your
previous contractual place of work, although that cannot be guaranteed.

Ending the homeworking arrangement
14.1

If you want to bring your homeworking to an end, you should speak with either your
manager or a member of HR.

14.2

We may decide to end your homeworking arrangement on reasonable notice if we
think that it is not working as it should, or that it has become or will soon become
unsuitable.

14.3

If homeworking has become unsuitable because of your conduct or performance,
we may terminate the homeworking arrangement immediately and require you to
return to the normal location for your role. We may decide to implement our
Disciplinary Policy or our Capability Policy, which could lead to you being suspended
and/or your employment being brought to an end.

14.4

When your homeworking arrangement has ended, we will usually be able to bring
you back into the workplace, but that cannot be guaranteed (and may not be
appropriate if we take action under 14.3 above).

Appendix 1
Acceptable use policy
We are all responsible for using systems and technology (whether owned by RUTC or not) properly
and in accordance with this Code. Failure to do so could result in damage to the College’s
systems and reputation and could lead to disciplinary action, termination of contract or even in
extreme cases, criminal prosecution.
Use of RUTC systems and data security
You must never use our systems or equipment to send or intentionally receive, retrieve, distribute,
store or access:
• information that is defamatory, illegal, abusive, harassing, sexually
explicit, discriminatory, or offensive.
• copyrighted materials, trade secrets or similar materials without proper authority or in
breach of the rights of third parties; or
• messages, files, or websites for any illegal or unethical purpose, or for any purpose that
violates our policies or may lead to liability or cause harm to RUTC (including accessing the
“dark web” or circumventing RUTC security controls or policies).
Never attempt to evade our security controls. Devices may be disconnected immediately from the
network if a security issue is detected.
Do not attempt to exceed the limits of your authorisation or specific business need when accessing
our systems or data.
Router Security
A reliable and secure internet connection is required. If you are using a router to access
the internet, you must ensure the default administrator password is changed and that WPA2 or
higher security is enabled. This is enabled by default on most modern routers, but it is important to
check your router settings to ensure this is enabled.
Passwords
It is especially important not to share your password(s) with anybody inside or outside
the organisation and that your passwords are not written down or stored electronically as this is one
of the most common reasons for unauthorised activities.
MFA (Multi Factor Authentication) has been implemented to keep both you and the College secure,
and you will be required to use this.
You should ensure your social media and other passwords are different from your RUTC password.
Change your WIFI password on a regular basis.
Software / Keeping our devices safe
You are responsible for the security and safety of all equipment allocated to, or used by, you. Please
take all necessary care to prevent loss, theft or anauthorised access.

Only use licenced software and ensure it is properly maintained, with updates applied by the
supplier. All College-provided software is correctly licensed, and our devices may only be used
for legitimate business purposes.
Only share information with those authorised to view it. Sensitive information should always be
encrypted when sending it by email or otherwise.
Ensure that your devices are not left unlocked and unattended while working from home. Ensure
the device is set to lock when not in use.
VDI (Virtual desktop)
While working remotely, staff who need access to proprietary systems are required to use the VDI
system provided by RUTC, which can be accessed via https://remotevdi.rutc.ac.uk/. You can choose
to download the client software or select HTML access using your browser. Log in with your
college username and password which will then provide you with a desktop that allows you to
access college applications as if you were on site. VDI is not required for access to email, Teams,
OneDrive or other MS Office 365 applications.

Emails and other applications
RuTC will attach an automated disclaimer to emails sent from the rutc.ac.uk domain.
Always be vigilant when using email. Do not open email attachments or click on links in email unless
you are sure of the sender and the contents. Computer viruses are often sent by email (e.g., phishing
emails) and these can cause considerable damage to our information systems. Be particularly
cautious in relation to unsolicited email from unknown sources. If in doubt,
please contact supportdesk@rutc.ac.uk.
Ensure that all work-related communication is made using your RuTC email or Teams. Do not contact
students via other systems such as WhatsApp, Facetime, Facebook, Instagram, among others.
The organisation has provided Microsoft Teams (which includes phone functionality) for all
communications at zero cost for you.

