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1. Purpose

The purpose of this policy and procedure is to provide a framework of understanding about how home
working operates at TDL/HSL. It is based upon the principles outlined below, which also meet the
requirements of all relevant employment legislation and support a new and modern way of working

TDL/HSL recognises that homeworking may be an option for many job roles within TDL/HSL. This policy
defines what home working means for TDL/HSL and what needs to be in place to ensure the wellbeing of
employees. It is TDL/HSL’s policy to encourage open discussion with employees to ensure that questions
and problems can be resolved as quickly as possible.

2. Scope

The policy and procedure applies to all employees and where appropriate, contractors or temporary staff.
In order for the policy to be effective, it is essential that all colleagues at TDL/HSL are aware of the policy
and procedure and adhere to it. Ultimately it is the responsibility of the Senior Leadership Team in
conjunction with HR to ensure that this is the case.

No TDL/HSL employee will be deemed as a home-based worker so there will be no change to TDL/HSL’s
responsibilities as an employer or of employees’ responsibilities to work to required policies and
processes.

3. Core principles

TDL/HSL will promote best practice in the management of home working. It will regularly monitor and
review its provisions to ensure that they are legally compliant and reflect best practice.

Whilst home working, employees must take responsibility for their work agreed contractual hours; the
system is reliant on there being trust between managers and employees This is so fundamental that any
breach of trust will be treated very seriously and may be regarded as misconduct. Appropriate action may
follow under the Disciplinary Policy. If misconduct is found, the agreement to work at home may be
withdrawn.

4. Roles and responsibilities

Working from home relies on outcome based management. This means that staff are managed based
upon their results. To achieve this staff are expected to deliver outcomes within their contractual hours.
The arrangements for how hours are worked will be agreed in advance with line managers.

This approach will require a strong commitment by managers and employees to plan and ensure that
regular 1-2-1 meetings take place and relevant targets are used to represent the outcomes required.

Working from home requires some changes in relationship between employees and their managers.

All responsibilities are set out below.

Employees will:
a) Agree working arrangements with their manager
b) Ensure that their manager can contact them at all times during working hours
c) Meet agreed work objectives, deadlines , with a focus on outcomes and achievement
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d) Take care of TDL/HSL equipment such as laptops, particularly when travelling or working from
home. Any loss, damage or theft must be reported to the manager and the police if appropriate.

e) Comply with the IT security and data protection requirements

f) Complete all mandatory training

g) Take reasonable care of their own health and safety and follow the Display Screen Guidance and
other health and safety arrangements and procedures

Managers will:
a) Ensure that safe working practices are understood by employees and that they have the tools
they need to do their jobs effectively
b) Ensure, in consultation with other managers, that working arrangements mean we do not
exceed our desk capacity on any one day, and can deliver the requirements of the business unit,
that are expected.
c) Plan which members of staff are working in and out of the office on any given day. This will
necessitate thinking creatively about how home working could work for their staff.

Managers will ensure that their staff:
a) Understand that it is not a right or compulsory to work from home, but, depends on role and
service needs
b) Have access to the appropriate technology to work effectively both in the office environment
and from home
c) Have access to appropriate training and support to work effectively in the new ways
d) Take responsibility for creating a safe working environment when working from home
e) Have access to appropriate support equipment to assist in the creation of a safe working
environment when working from home
f) Have SMART (Specific, Measurable, Achievable, Relevant and Timely) objectives, priorities and
targets which can be measured in line with the Performance Reviews, as well as clarity about the
outcomes expected of their job role
g) Have their individual circumstances and requirements (particularly where an employee has a
disability) taken into account, including the needs of newly appointed staff, trainees and
apprentices who may initially need to come into the office more often for support rather than
working at home
h) Have access to continuous performance review process which includes regular 1:1 conversations
and/or supervision
i) Ensure that information governance and health and safety requirements are adhered to at all
times

5.Job roles

Working from home could be agreed between the manager and employee for several reasons e.g. ad hoc,
regular fixed days, as part of a flexible working agreement or as part of a reasonable adjustment on the
recommendation of occupational health for a phased return to the workplace. Where home working is
part of FWR or sickness absence, please refer to these related policies where necessary.

TDL/HSL believes that some roles lend themselves to homeworking more readily than others. Under
homeworking roles can be undertaken from the office or home. The balance between office and home
working will vary depending on the role and the person concerned, and the days which are office-based
days, and which are home-based days will be agreed. Home working will normally be no more than 2 days
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per week to support team engagement, and business continuity, but where longer periods are required or
agreed with the Head of Department, further approval from a Director should be sought.

The amount of time an individual works from home will be agreed with their line manager

All roles will have a designated workplace which may be as stated in the contract of employment. )
This may change by consultation and or a flexible working request

6. Employees in probation period
It will be the expected, that new employees will initially be office or lab based for, induction, training,
familiarisation with the company and the team they work with.

The manager, taking into consideration performance and work allocated will decide when it is appropriate
for a new member of staff to be able to carry out work from home.

7. Home working in practice

Where home working is mutually agreed, the employees will be asked to complete a homeworking
agreement

Annex 1 lays out the Home Working Agreement that should signed by the employee and the line manager.
This will be held in the employee’s personnel folder as well as a copy given to the employee.

7.1 Insurance cover

Employees should ensure that all TDL/HSL property is used appropriately and responsibly and that all
reasonable precautions are taken to prevent damage and theft. Any damage or theft of TDL/HSL property
must be reported to the line manager immediately.

Employees working at home are covered by TDL/HSL’s Employer’s Liability Insurance and Public Liability
Insurance providing the rules of this policy have been followed.

7.2 Communication and contact

Communication arrangements must be robust. Employees working from home should be readily
contactable, normally by email and or telephone, during normal working hours. Home workers must let
their line manager or colleagues know in advance (where appropriate) of any times they will be out of
contact.

7.3 Information security
All employee working from home must ensure that they adhere to TDL/HSL’s policies, procedures and
guidance in relation to Information Security, Data Protection and Freedom of Information.

7.4 Health and Safety

TDL/HSL have responsibilities under health and safety legislation when employees are working from home,
including the requirement to undertake appropriate risk assessment. Annex 2 is a Home Working Health
and Safety Self-Assessment Checklist that employees s need to complete and sign and then ask their line
manager to sign. This will be held in the colleague’s personnel file, as well as a copy given to the employee.

Staff will be provided with equipment which is appropriate for their job roles and in line with any
reasonable adjustments that an individual has. Or as a result of the self-risk assessment.
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As part of the self-risk assessment employees need to consider potential hazards such as Slip/trip hazards
such as trailing wires. Sockets or extension leads must not be overloaded. Emergency exits from the
home.

Staff should be mindful if using laptops or portable devises in the home for long periods of time; that a
docking station and separate keyboard is used where possible and that portable devices are not used in
areas where good DSE posture is not able to be maintained e.g. sitting on the sofa, in bed etc. DSE training
and assessment is provided on SonicLearn and staff must ensure they complete this and raise any issues
with their line manager. TDL/HSL will supply equipment that is needed following home risk assessment

Staff must carry out regular visual checks (at least monthly) on the electrical equipment provided for the
work that they carry out at home. Any signs of defect, damage, overheating, loose cables etc., must be
reported immediately to their manager and appropriate repair or replacement provided. Similarly, any
equipment such as work chairs should be checked regularly for any sign of damage, wear or tear.

Staff must not continue to use any equipment which they feel is unsafe.

7.5 Additional household expenses
TDL/HSL will not pay any additional household costs

8. Attendance and Availability for Work

Staff must be available and able to work on their contracted days whether they are in the office or working
from home, unless absence is approved for an authorised form of leave or sickness. Any variation to this
arrangement can only be made by prior agreement with the manager.

Employees should remember that the needs of the customer, and the service will always take priority. This
may mean that staff could be asked to come into the office on a working from home day should a need
arise. This may include situations when they are unable to connect to the business systems, or if they are
asked to do so by their manager e.g. in the event of sickness of a colleague, inadequate cover, emergency
or service need.

Where an employee is being asked to attend the office at short notice, managers should endeavour to
make the call at a time that enables the employee to arrive at their normal starting time. Where this is not
possible the employee’s travelling time will be considered as part of their working day

As a rule staff are expected to work in the same way, whether they are in the office or working from
home. For example, if they would usually be available to answer the telephone, respond to emails etc.
during the hours the service operates (usually between 08:00am-6:00pm) they will be expected to do this
when working from home, unless a change is agreed with their line manager. The line manager will
consider service needs before consenting to a change, and the employee is only expected to work in the
same way during their contracted or rostered hours.

In the case of a systems failure, employees should contact their manager and ensure that they are
notifying the IT department as soon as possible of any issues using the IT helpdesk services. This is to
ensure that any disruptions to normal operations can be managed as soon as possible and decide on the
appropriate course of action. In some cases this will involve seeking advice from senior management.
Managers should activate their business contingency plans only when appropriate.
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Where an employee experiences home Wi-Fi or power failure at home, they will also need to contact the
line manager or department

9. Patterns of Work

Ultimately the manager will have the responsibility for ensuring that service needs take priority; that staff
are treated fairly and are trusted to take responsibility for themselves and their work when working from
home.

Managers will, in consultation with the employee agree a pattern that best meets the needs of the service.
Employees must understand that these patterns may be subject to review. Consequently employees must
be asked to alter their working pattern if required.

The arrangements for the scheduling of rotas will vary to suit operational needs. Rotas will also need to be
reviewed to take into account new starters and leavers. Working from home is not a substitute for caring
for dependants. Employees are expected to have made alternative arrangements for the care of their
dependants during their working day.

10. Hours

TDL/HSL operates a 40 hour working week for corporate departments and 37.5 hour working week for
Laboratory departments (up to manager level). The organisation will still accept applications for flexible
working requests, and these will be managed in the normal manner.

11. Absences

Sickness

When an employee is unable to work due to sickness, they must on the first day of absence, contact their
manager at the earliest opportunity, according to local procedure

Working from home when sick

Normally working from home is not to be used as a substitute for a working in the office day, when an
employee feels “under the weather” i.e. they feel unable to make the journey into the office but feel able
to continue their normal work from home. Last minute changes could impact on other team members and
are therefore difficult to accommodate.

It is however recognised that there may be circumstances where such requests may be agreed by a line
manager. In their discussion the manager should consider the hours the employee expects to be able to
work and their likely output before determining whether it is appropriate for the employee to work from
home in this situation. It is also imperative that the employee has the necessary equipment at home to be
able to do this (i.e. laptop etc.).

An employee who has reported in as sick and will have it recorded as such, is not expected to work either
in the office or at home. Managers should be respectful of this.
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12. Recruitment

Working within a home working environment requires particular skills. It is therefore important that these
are incorporated into Job Descriptions when making new appointments, where it is necessary to do so. As
more departments move to home working the following criteria are to be included in the employee
specification for each post. These criteria should then be applied and assessed as part of the normal
selection process. Whilst they can be found below they are also contained at Annex 3.

Managerial posts
The TDL/HSL home working policy means that staff may be managed remotely. Managers must therefore
be able to:
o tailor their management style as appropriate to the needs of dispersed teams/ employees
o understand and apply different strategies for the effective management of performance by
outcomes
set clear SMART objectives for staff within a working environment
address conflicting needs of staff in a fair and equitable manner that engenders confidence and
trust

All other posts
The TDL/HSL home working policy allows staff to work from home where appropriate. To be able to do so
you must:
o Have demonstrable experience of working to complete targets/objectives through independent
working and problem solving,
o Make effective use of time management and prioritising skills

The recruitment pages on the TDL/HSL website will be updated to reference the home working strategy.
Interview panels should however be prepared to provide a fuller explanation of how home working
operates within the team.

New starters

The induction and probationary procedures should be applied to new employees in accordance with the
respective policies. Managers will however need to ensure that these employees receive an induction that
incorporates the Home Working Policy and Protocols and how these operate within their service area.

14. Expenses and Travel

In common with most Organisations, TDL/HSL does not expect to issue additional equipment for home
working, other than that which is provided as standard issue, unless there is a medical reason or
reasonable adjustment to enable the employee to carry out the duties of the post. TDL/HSL staff wanting
to request additional equipment can complete a business case. Requests will be considered on a case by
case basis, and these will be reviewed by the Head of Department and the relevant department. As part of
the Health and Safety Risk assessment, equipment needs may be identified and can be discussed between
the line manager and H&S department, where appropriate.

It is anticipated that, in the majority of cases, the costs of working from home will be offset by the savings

in the cost and time of commuting to work, and the benefits of an improved work/life balance. Therefore
any costs incurred by working at home will not be met by the TDL/HSL.
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Annex 1
Checklist for homeworking

This is to ensure that both the company and you (employee) have everything in place to assist in the
setting up of home working. Please ensure you and your manager provide a copy of this document to HR,
and keep a copy for your record of actions taken.

Action Completed (insert date & notes)
1 Employer to make sure employee has a
suitable area at home to work
2 Employer to make sure employee has/is
provided with:

e Furniture

e Phone (or reasonable access to

office phone)

e |T access

e Adequate internet connection
3 Employee to check home insurance
covers homeworking and a claim from a
third party
4 Employer to check its insurance covers
business equipment in the homeworker’s
home and a claim from a third party
5 Employer to carry out a health and safety
risk assessment
6 Employee to tell their mortgage
provider/landlord of their plan to work
from home and to check they are allowed
to under their mortgage or rent
agreement
7 Employee to check if business rates will
have to be paid
8 Employer and employee to agree keeping
in touch through, for example:

e Phone/Zoom®/email

e Planned meetings at the main

office/base
e Planned meetings through digital
means

e Co-operation with colleagues
9 Employer and employee to agree how
often the employee will attend the main
base/office
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10 | Employer and employee to agree how
performance will be monitored and
managed

11 | Employer and employee to agree any
arrangements for claiming expenses,
what can be claimed, how, when and
what is taxable

12 | Employer and employee to agree how
often the homeworking arrangement will
be reviewed, and when and where review
meetings will be held — if a trial period
has been agreed, when that will be
assessed, and what will happen if it
doesn’t work out

13 | Employer retain consent form below, and
Employer and employee to sign it to
show details of the homeworking
arrangement have been agreed

14 | Employer to check IT support is in place
including what will be provided by who,
when and how

l, agree that | may be asked to work from home, where it
is appropriate to do so based on my role. | have undertaken the steps above to ensure | am able to work
from home and | have completed the necessary risk assessment outlined in the working from home policy.

Signed:

Date:

Manager Name:

Manager Signature:
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Annex 2:
HOMEWORKING SELF ASSESSMENT CHECKLIST

Thank you for completing this form. It will be used to assist the Company in ensuring that your working conditions
at home comply with current best practice. Return this form to line manager to ensure any adaptions are noted

and acted upon

Name: Date of completion:
Address: Department:
Fire Yes No Comments

Is the work area tidy?

Are waste materials regularly disposed of?

Are exit routes clear?

b h lan? Know exactly what to do in an emergency
o you have an escape plan?

Alarms should be tested weekly &

Is a smoke alarm fitted? batteries as required or at least annually

Do you have a suitable fire extinguisher readily
at hand?

Have you been trained how to use the fire
extinguisher safely?

Electrical Equipment [either the
Company’s or your own but used for Yes No Comments
Company work].

Is electrical supply adequate (i.e. sufficient sockets)?

Any apparent damage? Cracked casing, missing screws, etc.,

Any evidence of overheating? Look for discolouration

Any obvious damage to leads or plugs?

Are the cables secure in all plugs?

Slips Trips & Falls [Work areas] Yes No Comments

Floor coverings sound, and without
defects?

Are walkways clear of tripping hazards e.g.
trailing cables?

When seated at your desk can you move your legs
& upper body together without twisting
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Working Environment

Yes

No

Comments

Do you have a room at home which will be used
specifically as an office base?

If no; then in which room will the work be
undertaken?

Is there sufficient space in the room to carry out
your role effectively?

Is the temperature reasonable?

Is the ventilation comfortable?

No drafts.

Do you have adequate lighting, including any
necessary task lighting?

Manual Handling

Yes

No

Comments

Are you likely to have to carry or move any heavy loads
in the home as part of your role?

If yes; then a manual handling risk assessment
should be carried out.

Have you completed your online Manual
Handling training?

Display Screen Equipment (DSE)

Yes

No

Comments

Do you use DSE for more than an hour a day on a
regular basis?

Are you aware of the Company’s policy on eye
tests/provision of glasses for DSE users

Working Alone

Yes

No

Comments

Have you discussed the need for a ‘call in
‘procedure with your manager?

Do you carry a mobile phone?

Do you require a personal attack alarm?

Hazardous Substances / Processes

Yes

No

Comments
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Will you be expected to carry out any work
with hazardous substances?

Other than normal domestic products or low risk
commercial items [tip-ex, etc.]

If yes, has a COSHH assessment been
completed & passed to you for action?

If yes, have you agreed with your manager on the
provision of any personal protective equipment you
may need?

Accidents / first Aid Yes No Comments
All work related accidents [including
Do you know the procedure for reporting any those that take place in your home whilst
accidents or work related illness? working] must be reported using the internal
reporting procedures.
Do you have a first aid kit available when working
at home?
Well-being Yes No Comments
Do you suffer any discomfort or ill health, stress | tt p &/or the HR
mental ill health that you believe has resulted f yes, report to your line manager &/or the
Department.
from your work?
Security Yes No Comments
Is final exit door secured by mortice
deadlock?
All other external doors similarly secured or by
Morticed security bolts?
Do key operated window locks secure all accessible
windows? Laptop and confidential files locked away
when not in use?
Company Supplied Equipment .
Serial No.

(list below)
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TDL/HDL Working from home Policy-DRAFT

Any other comments you have regarding your working environment, please list here: -

Employee Signature: ............ccocceeniiiniiinieenieceene Date:........ceeunenee
Risk Assessment Completed Yes No
LineManager:..........cccooooe i et Date: .......cccoeunene.
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