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1. Scope

This guidance applies to all employees of schools and academies who may be either routinely or on occasion required to work from home as part of their working arrangements as agreed by the school.  

2. Purpose

This guidance explains the basic principles of homeworking.  It covers the safeguards that need to be put in place and the practical arrangements that make homeworking a success for both the school and the member of staff concerned.

3. Definition of Homeworking

Homeworking is an arrangement where an employee carries out the full scope of their job or agreed duties from their home rather than on the school premises, either occasionally or on a regular basis.  This may include working from home due to exceptional circumstances (e.g. weather disruptions, pandemic etc.). 

4. Principles

· Homeworking must not compromise educational quality, safeguarding, or service delivery
· It is not an automatic entitlement and must be agreed upon by management
· The school retains the right to review or withdraw homeworking arrangements at any time.

Homeworking does not entitle an employee to choose when and how they work unless they have been advised differently by management. It simply means doing their job from home as they would in their normal work setting as far as this is possible. 

5. Homeworking Considerations

If an employee works from home, contractual obligations, duties, and responsibilities remain in place and they remain subject to the same rules, procedures and expected standard of conduct and performance as they would in their normal place of work e.g. at school.  While homeworking, employees must continue to observe the school’s workplace policies and procedures. 

Employees working from home must be contactable during agreed working hours (e.g. via phone, email, Teams etc.).

If the employee is unfit to work because of illness on a day they are due to work from home, they must follow the usual procedure set out in the school’s sickness absence policy in respect of reporting sickness absence.

Where an ICT or other problem prevents an employee from working effectively from home, they should contact Luke Sands immediately.  

The school trusts employees to have the personal attributes and skills that mean they should be able to do their job effectively from home. This includes:

· The ability to work independently
· Self-motivation
· Self-discipline
· Good time management
· Being accessible
· The ability, through remote technology, to access materials they will need and speak with people they will need to speak with
· Being able to separate work life and home life. 

The home environment should be suitable for homeworking. This includes having:

· A safe working area
· A good internet connection
· Due regard to health and safety considerations
· Due regard to confidentiality.

When working from home, the Policies and Procedures that employees need to have particular regard to are:

· Data Protection
· Code of Conduct
· Alcohol and Drug Abuse Policy
· ICT Usage Policy 
· Social Media Policy
· All safeguarding and child protection policies.

Employees should take a moment to remind themselves of these Policies and Procedures. In particular attention is drawn to: 

· Security and confidentiality requirements (e.g. use of device lock screens, protection of passwords, secure storage and disposal of documents etc.). If an employee is unsure about any aspect of security, confidentiality, or data protection they must speak with Luke Sands (IT Manager) or Helen Slater (DPO
· Diligently working via the school’s network and ICT procedures
· Use of work equipment only for work purposes and not for social or personal use
· Professional behaviour and conduct.
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Disclaimer
· Staff are expected to use School owned and privately owned devices in an ethical manner at all times and adhere to the School’s policy as outlined above.

· The School reserves the right to take appropriate disciplinary action up to and including summary dismissal for non-compliance with this policy.

· The School reserves the right to disconnect devices or disable services or access to services without notification.
I confirm that I have read, understood and will comply with the terms of this Home Working Policy.

    Signed: 		____________________________________________________
    Print Name: 	____________________________________________________
    Date: 		_________________
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