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WORKING AT HOME POLICY AND PROCEDURES

1. Policy Statement
The employer recognises that there may, on occasion, be circumstances, when it would be more beneficial for staff to work at home, in order to complete their work. However, it is not possible to offer home working to all staff as the requirements of some jobs will not be suitable for such arrangements. With this in mind, this policy is applicable to all employees, working from home.  

In summary, this policy will only apply in exceptional circumstances and will be purely at the employer’s discretion and can be suspended and/or abandoned at any time should business needs dictate this.
2. Agreement to work from home
Where an employee makes a request, prior permission is required before an employee can work at home. The employee should make the request to their Manager. Serious consideration will be given to any such requests and a decision regarding the suitability of working at home will consider all relevant circumstances. The decision of the Manager is final. The employer reserves the right to withdraw their approval for home working if they believe its use is being abused or for any other reasonable needs of the employer to carry out its business.

3. Qualifying Conditions
Working at home is totally dependent upon certain criteria being fulfilled, these being that
the employee:

· has obtained prior agreement for home working from her/his Manager.
· has notified both her/his Manager of her/his hours of work and location.
· has a contact telephone number and is available to be contacted during the nominated times.
4. Working Arrangements
4.1 Workload, reporting and monitoring
All arrangements for monitoring, supervision, setting workloads, etc., will be agreed with the employee’s Manager in line with normal procedures. For one-off home working, the precise project or task must be agreed beforehand.

4.2 Equipment

Employees who are required to work from home would normally have all equipment necessary to carried out their work, supplied by the business. If you pre-empt any additional costs being incurred whilst working from home, please contact your Manager.
Any equipment provided by the employer for the purposes of working at home will be inspected and maintained by the employer.  The member of staff is required to take reasonable care of all equipment, to keep it secure and to use it in accordance with operating instructions, and the IT policy.  They must ensure that any such equipment provided is returned at the end of the arrangement.  Any equipment must NOT be left unattended in any vehicle at any time.

4.3 Insurance Cover

Employees are advised that working from home may affect the provisions of any home contents insurance and are advised to inform their insurers prior to commencing working from home. Computer equipment will be insured through the insurance policies.  Laptops are insured while in suitable secured premises or on the person.  They are not insured when left unattended in vehicles.
4.4 Personal Details and Safety

Employees are advised not to release their home address and telephone number to non-members of staff. Employees are also strongly advised not to meet volunteers, clients, or customers at home.  If any employee feels this is essential, they must gain prior approval from their Manager.
4.5 Confidentiality and access
Equipment and files should only be accessible to the employee and safeguarded from access by other members of the household and visitors.
4.6 Review of home working arrangement

At any time, the agreement to work from home may be reviewed by the Manager. This policy is also subject to review and does not form part of any contract of employment.
5. Health and Safety
The employer has a duty to protect its staff’s health and safety at work in accordance with the provisions of The Safety, Health and Welfare Act 2005 and the regulations made under it.

Employees are required to comply with the employer’s Health and Safety policy while they are 

at work and to take reasonable care of their own health and safety and that of any third party
(where applicable) with whom they come into contact during the course of their employment.
Additional obligations of the employee are as follows;

· cooperate with their Manager and follow their instructions,

· protect themselves and others from harm during the course of their work, e.g. take care of any equipment provided and report any defects immediately to your Manager

· report any injury arising from work activity to their employer immediately, and

· report any specific risks regarding working from home immediately

· report any defects regarding Company property/equipment to your Manager

· follow procedures that have been put in place by the Company

· notify your Manager if you fall under the ‘high – risk’ category i.e. pregnant, a night worker, a shift worker, a young worker (under 18), or a worker with a disability. This is so the business can ensure the correct measures are put in place to assist you working from home)
6. Tips for your workspace at home
Please find the below tips you should follow for your workspace at home:

· review where your screen is located e.g. situate it away from window so as not to cause glare
· place your equipment in a position to minimise twisting or overreaching
· have enough workspace for the equipment and any other materials needed to carry out your work
· take regular breaks and to stand and move for one minute every hour
7. How to look after your wellbeing

Below are some tips for home working;

· Keep in a routine – start and close the day with a routine. Wake up, shower and get ready in real clothes at your usual time. It may sound trivial, but this will help you plan mentally for the day ahead and get into the ‘I’m going to work’ mindset.
· Workspace – where possible, find a space away from the main living area and your bedroom. Try to keep work separate from your relaxing space/down time. Those who successfully work from home agree that you are best off setting up a workstation.
· Regularly move about – if possible, invest in a standing desk and/or supportive chair. Otherwise, make sure you stand up regularly to stretch or move around. If you have gained an extra hour or two from not commuting, it is a good opportunity to exercise, either by working out at home or going for a walk outside. A lunchtime walk can also help you feel like you are not stuck inside all day.

· Drink lots of water to stay hydrated 
· Minimise distraction – we produce much better work when we are focused on the task. Move your phone out of the way and get rid of apps that distract you. Finish bigger tasks in the morning when you have more concentration

· Fresh air – open your windows to let in as much natural daylight and fresh air as possible
· Stay connected with your colleagues – make sure to check in regularly with your colleagues just like you would in the office. Besides email and messaging programmes, it is a good idea to set up regular check-ins via video calls.

8. If you have children at home
With the closure of all schools, universities and creches etc. it will be difficult to get work done at home. However, working from home in this situation is not impossible if you plan. Below are some tips that may help, if you are to be in this situation;

· Get help if you can –  It might not be the best choice for your family with the social distancing advisory, but if you have someone that can help out (e.g. a family member that can stay isolated with you), you will be able to get the most amount of work done. If you co-parent, take turns between watching the children and working. When you are working, hide in a separate room so your children do not know you are there

· Flexible hours – If your job allows for it – especially with Companies being more lenient around COVID-19 – try to work when your baby or toddler is asleep, like early morning, nap times, and at night. It is not ideal, but you will be more productive if you have quiet time to yourself while you work

· Explain the situation to your children - It is a good idea to talk to your children about coronavirus, especially older ones who can better understand the impact it will have on your day-to-day life

· Try new activities - Fun toys and games that children have not played with before will keep them entertained longer. Time-consuming projects, like crafts, stickers, puzzles, and Lego, are sure to buy you some time

9. How to keep in touch
Keeping in touch with your Manager and team is imperative to ensure working from home is successful. You can do this through one or more of the following:
· Daily call/video call meetings with your Manager/team or both

· Emails

· Messaging programmes
· Phone calls

· Conference call

10. Reporting Sickness Absence
In the event that the member of staff is sick during a period of working at home then the normal
employer’s sickness reporting rules must be followed.
11. Travel Costs

Claims may be made for travel to appointments from and to the ‘normal place of work’, i.e.
the employee’s home. This normally includes travel costs for journeys to the main office for
occasional meetings provided the office does not become a ‘permanent workplace’. Travel

expenses must be approved prior to costs being incurred.
If you pre-empt any additional costs being incurred whilst working from home, please contact

your Manager.
12. E-Working Expenses
Employees retain their statutory right to claim a deduction under section 114 of the Taxes Consolidation Act (TCA) 1997 in respect of actual vouched expenses incurred wholly, exclusively and necessarily in the performance of the duties of their employment, and that test is strictly applied. 

e-Working expenses can be claimed by completing an Income Tax return. An individual can complete this form on the Revenue website as follows:

· sign into ‘myAccount’;

· click on ‘Review your tax’ link in PAYE Services;

· select the Income Tax return for the relevant tax year;

· in the ‘Claim for Tax Credits, allowances and Reliefs’ page select ‘Allowable Deductions incurred in Employment’ and insert the amount of expense at the “Amount” section.

13. Compliance
Failure to comply with any aspect of this policy or related policies such as Health & Safety and
the IT policies may constitute a disciplinary offence. 

14. Company Property/Equipment

Any misuse of any Company property/equipment may lead to disciplinary action, up to and including, dismissal. Please note the following:
· Company property/equipment is to be used solely for business purposes;
· Private use of any Company property/equipment is prohibited

· All laptops must be password protected when you are not using it, or if you step away momentarily from your workspace. When you are finished using your laptop, this must be stored away securely.

· Any breach of security and/or GDPR, must be reported to your Manager immediately

· The GDPR policy outlined in your Employee Handbook is applicable to you when working from home

· No individual who is not a direct employee of the Company, should use Company property/equipment 

· The business may monitor your usage through emails, calls, internet usage etc. 
If you have any queries on any the above, please contact your Manager.

Thank you for your continued hard-work and loyalty. 

