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1. Purpose of the Guidance 
 

The guidance sets out the framework for homeworking and aims to: 

 

 provide a clear and manageable procedure for occasional homeworking – 
such as that required in the event of school closure during working time 

 make clear the responsibilities of the manager/leader and occasional 
homeworker 

 ensure occasional homeworkers work safely and securely with preventive 
measures for hazards or risks. 

2. Scope 
 

2.1 Whilst this guidance applies to all staff, it is recognised that some roles will be 
more suitable for homeworking than others. 

2.2 To work effectively homeworking has to primarily meet the business needs of the 
service as well as the individual 

2.3 Factors that managers/leaders should consider in coming to a decision about the 
suitability of homeworking: 

 The objectives of homeworking; 
 The suitability of the job for occasional homeworking; 
 The performance level of the individual member of staff, including the 

confidence in them to work remotely and without regular supervision.  
Particular regard should be given to staff members who are subject to formal 
or informal conduct or capability proceedings where they may require closer 
supervision and coaching by their manager/leader. 

 The suitability of the worker’s home for homeworking, e.g. agreed method of 
communication, access to colleagues, information and technology; 

 The outcome of a risk assessment and initial home workspace (DSE) checklist 
(Appendix 1 and 2); 

 The impact on, and inter-relationship with, other members of the team. 
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2.4 Taking work home where it involves personal and sensitive information must only 
be done with your manager/leader’s approval and where appropriate safeguards for 
the information have been applied. 

3. Ownership and Responsibilities 
 

3.1 Role of line manager/leader 
 

Line managers/leaders are responsible for: 

 ensuring that the work output of staff undertaking occasional homeworking is 
managed and deadlines are met; 

 ensuring that staff working at home have completed a risk assessment and 
home workstation checklist (see appendix 1 and 2) to ensure all work will be 
undertaken safely and securely; 

 reinforcing the staff member’s responsibility for confidentiality and securing of 
data in line with Westcountry Schools Trust (WeST) data security policies. 

 

3.2 Occasional homeworkers 
 

Occasional homeworkers are expected to: 

 agree homeworking arrangements with their line manager/leader in advance 
or at the earliest opportunity; 

 be available and contactable during the agreed working hours; 
 carry out the required home workstation checklist and risk assessments; 
 comply with all WeST policies and procedures that relate to both practices 

and professional conduct; 
 keep secure and locked any documents or data that belong to the WeST in 

accordance with relevant policies; 
 be vigilant that their screens may be overlooked by others possibly resulting in 

an unauthorised disclosure; 
 take reasonable care of any WeST supplied equipment for homeworking; 
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 report any broken or defective WeST provided IT equipment to the school and 
also inform their line manager/leader. 

4. Standards and Practice 
 

4.1 Conditions for Occasional Homeworking: 
 

 Hours – all occasional homeworkers’ usual hours of work apply.  Staff working 
from home are all still subject to the terms of the Working Time Regulations 
and should be reminded of this so that they do not routinely work in excess of 
normal hours. 
 

 Contact – all occasional homeworkers will be expected to be available by 
telephone during normal working hours.  The right of a staff member not to 
disclose his/her address and telephone number, except to immediate 
colleagues, should be respected.  However, an agreed method of contact with 
their manager/leader and other colleagues, both internal and external, must 
be maintained when working from home. 
 

 Compliance with Policies and Procedures – all occasional homeworkers must 
comply with all WeST policies and procedures whether working from home or 
at WeST. 
 

 Equipment – WeST does not undertake to supply any equipment as a result of 
an agreement for occasional homeworking.  However, it may, at its discretion, 
supply equipment such as a portable laptop and peripherals or remote 
connection facilities to work securely from an individual’s own PC.  This will 
involve accessing WeST servers securely using the authentication tools 
provided by WeST.  Any equipment provided will remain the property of WeST 
which must be returned when it is no longer required for work purposes 
and/or when the staff member leaves WeST. 
 

 Caring responsibilities – occasional homeworking is not suitable for childcare 
or care of other dependents except in exceptional circumstances.  Occasional 
homeworkers with dependents must ensure that they are able to fulfil the 
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requirements of their post whilst working from home by making adequate 
provision for the care of their dependents during work hours.  Arrangements 
in the event of exceptional circumstances will be agreed with the 
homeworker’s manager/leader. 
 

 Absence – the usual provisions relating to reporting sickness absence and 
other reasons for not being able to report to work will apply in accordance 
with the appropriate WeST policies. 
 

 Environment – an occasional homeworker needs a home working environment 
which offers: 
 
 suitable “office” space; 
 adequate equipment including computer, broadband connection, 

telephone line, etc.; 
 freedom from interruptions and distractions; 
 security and confidentiality; 
 ability to meet Health and Safety requirements. 

 

4.2. Health and Safety 
 

4.2.1 The Health and Safety at Work Act 1974 requires all employers to ensure as far 
as is ‘reasonably practicable’, the health, safety and welfare at work of employees.  
This duty is extended to employees working at home. 

4.2.2 Prior to the commencement of occasional homeworking an initial home 
workspace (DSE) checklist and risk assessment of the proposed area and equipment 
(to include furniture and electrical equipment, telephones, etc.) must be carried out.  
This should be recorded on the risk assessment form at Appendix 1 and discussed 
with and approved by the line manager/leader.  Further guidance is available at 
Appendix 2.  Should any queries arise, further advice may be sought from 
hr@westst.org.uk  

4.2.3 The equipment used by homeworkers (whether owned by WeST or provided by 
the homeworker) must be safe to use, fit for purpose and not give rise to any health 

mailto:hr@westst.org.uk
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and safety risks.  The equipment should be maintained in efficient working order and 
good repair. 

4.2.4 WeST will be responsible for maintaining WeST equipment.  Any concerns about 
WeST equipment must be immediately raised with the line manager/leader. 

4.2.5 Occasional homeworkers must ensure that all equipment owned by WeST is 
kept securely including whilst in transit. 

4.2.6 Occasional homeworkers will follow these steps in Appendix 2 at the start of 
each working day to ensure their workspace is set up safely and comfortably at 
home 

4.2.7 If an incident occurs whilst working from home, the member of staff must 
report the incident to the school and their line manager/leader. 

 

4.3 Insurance 
 

4.3.1 Occasional homeworkers working under this policy, with the knowledge and 
consent of their manager/leader, are covered by WeST’s insurance arrangements. 

4.3.2 WeST will be responsible for any necessary insurance of equipment supplied by 
them and employee liability insurance. 

4.3.3 It is the responsibility of the occasional homeworker to provide adequate home 
buildings and contents insurance.  WeST will not accept liability for damage caused 
to the home or its contents. 

 

4.4 Information Management, Equipment and Support 
 

4.4.1 The line manager/leader and staff member must liaise with school IT Services 
to provide appropriate access to IT facilities for working from home.   

4.4.2 The school’s local ICT support team can provide limited telephone based 
support to staff whilst working from home. 
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4.4.3 Support of non-WeST provided equipment is strictly limited to guidance only 
and action is taken at the risk of the individual. 

4.4.4. Home broadband connections are the responsibility of the home user. 

 

4.5 Security and Access to Others 
 

4.5.1 Occasional homeworking staff will be responsible for taking adequate steps to 
ensure the security of WeST equipment in their home.  Homeworking staff are 
responsible for ensuring that no other person can access WeST information and 
services (including internet access). 

4.5.2 Reasonable private use of WeST property loaned to support home working is 
acceptable.  However, other members of the staff member’s family are not permitted 
to use it. 

 

4.6 IT Security 
 

4.6.1. All occasional homeworkers are expected to follow all of the Trust’s IT security 
policies and procedures to protect the Trust’s confidential information or information 
of a sensitive nature to our pupils and staff. If the materials or information the 
homeworker will be working on are person identifiable, it is essential that proper 
controls are implemented in order to protect information. All of the same controls 
applied at schools or in the office will apply at home (e.g. password protection, 
hardware and software security standards, etc). 
 
4.6.2. The following requirements must be adhered to: 
 

 The use of a home PC, personal lap top or other device is not permitted for 
any work that contains pupil or staff identifiers or is of a confidential or 
sensitive nature, e.g. pupils assessments, staff details, etc. unless it is via the 
secure remote access facility.  

 The use of personal devices to access applications where all information 
remains on secure Trust systems such as e-mail and the Intranet (where 
applicable) is acceptable. 

 Finance and HR access to Trust systems must be through Trust VPN 
arrangements.  
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 The use of remote access applications should be used to store files on the 
Trust’s servers. 

 The use of personal devices is permitted for work of low risk documents, e.g. 
lesson planning, day to day administration, policy documents provided that 
the final version is saved as part of the Trust/school records structure. 

 Any work taken home must be transported securely, paperwork should be 
stored securely when off site.  

 No personal, sensitive or confidential information is to be downloaded onto 
personally owned PCs, tablet or phones. 

 No personal, sensitive or confidential information is to be printed on printers 
located at a staff member’s home or other properties outside the Trust 
network. 

 If using a personal device the homeworker is required to ensure that all 
appropriate cyber security measures are up to date. 

 The use of unencrypted USB drives to transport information that may be 
directly or indirectly linked to an individual is not permitted.        

 

4.7 Confidentiality and Security of Data 
 

4.7.1. Staff members are expected to keep any work related data or paper files used 
at home confidential and secure. All work information and data remains the property 
of the Trust and may be required at any time. All data will be managed in line with 
the appropriate policy. 
 
4.7.2. Staff members are not permitted to keep Trust data, either electronic or paper 
files, at home on a permanent basis. The Trust has statutory obligations to fulfil 
requests for information under several acts of parliament such as Freedom of 
Information and Data Protection Acts and it has to be able to gain access to that 
information at short notice. 
 
4.7.3. No records are to be stored at home, even overnight unless by agreement with 
the Headteacher, an appropriate senior leader or the Data Protection Officer. A note 
of all files taken offsite will be maintained by a senior member of staff at the school 
or the Trust DPO.  
 
Record types include, for example: 
 

 Pupil files 
 Pupil assessment information 
 Pupil safeguarding records 
 Human Resource records 
 General Staff files 
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 Payroll information and records 
 Examination information including seating plans and access arrangements   

 
This list is illustrative and not exhaustive. Indeed any record that can uniquely 
identify an individual will fall within this category. 

5. Dissemination and Implementation 
 

5.1 A copy of the guidance will be stored electronically on the WeST staff portal and 
HR Resources folder. 

5.2 A copy of the guidance will be circulated to Headteachers and Executive to 
enable them to support implementation with their manager/leader 

5.3 A clear communication will be sent by Heads to their manager/leader to make 
them aware that the guidance has been issued and that they are responsible for 
cascading the information to their staff members, including staff members who do 
not have regular access to email. 

6. Equality & Diversity General Statement 
 

WeST is committed to a policy of Equal Opportunities and Diversity in employment.  
The aim of this policy is to ensure that no job applicant or employee receives less 
favourable treatment because of their race, colour, nationality, ethnic or national 
origin, or on the grounds of their age, gender, gender reassignment, marital status, 
domestic circumstances, disability, HIV status, sexual orientation, religion, belief, 
political affiliation or trade union membership, social or employment status or 
disadvantaged by conditions or requirements which are not justified by the job to be 
done.  This policy concerns all aspects of employment for existing and potential 
employees. 
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Appendix 1: Occasional Homeworking Risk Assessment 

 

OCCASIONAL HOMEWORKING RISK ASSESSMENT 

The purpose of this assessment is to assist your manager/leader in safeguarding 
your health and safety whilst you are homeworking. 

To be completed by the staff member and authorised by the line manager/leader 

Name:  Job Title: 
 

 

Line 
Manager/leader 
and Job Title: 
 

 Division/Dept:  

Home Address: 
 

 Date of Risk 
Assessment: 
 

 

Home/Contact Telephone Number: 
 

 

Address to which Risk Assessment 
applies (if different from above: 
 

 

Work Environment Checklist 
This checklist is for use by staff who occasionally work at home to enable them to be 
sure that their workstation is safe, comfortable and practical.  See also Appendix 2 
Home Workspace (DSE) Checklist. 
 Yes No 
1 Do you have a separate work area away 

from the rest of the living space where you 
can work without disruption? 

  

2 Is their sufficient secure storage for 
confidential information both at home and 
in transit? 

  

3 Do you have enough space to work safely?   
4 Are their sufficient electrical sockets to 

enable you to safely plug in your laptop or 
computer? 

  

5 Is the work area clear from obstructions and 
tripping hazards? 
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6 Do you know how to report work related 
accidents? 

  

7 Do you know how to report health and 
safety concerns? 

  

8 Is the software provided suitable for the 
task? 

  

9 Is there a need for non-business or business 
visitors to arrive at the premises while you 
are homeworking? 
(Business meetings should not take place at 
home) 

  

 

If the answer to questions 1-8 is No, or the answer to 9 is Yes, the line 
manager/leader must ensure that the home environment is appropriate for work. 

 

I confirm that appropriate arrangements have been put in place and agreed with my 
manager/leader in order to cover the following: 

 Telephone calls and e-mails 
 Managing staff in my team (if applicable) 
 Contact details to enable my manager/leader and colleagues to contact me 

during working hours 
 Contact details to enable me to access my line manager/leader for 

support/assistance 
 Record of the hours worked from home (to be reviewed if these are excessive) 
 IT equipment 
 Alternative arrangements should home connection become unavailable 

 
I have read, understood and agree to comply with WeST’s guidance on Occasional 
Homeworking. 
 
Signed (Employee): Date: 

 
Agreed by (Line Manager/leader: Date: 
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Appendix 2: Home Workspace (DSE) Checklist 

 

HOME WORKSPACE (DSE) CHECKLIST 

 
Follow these steps at the start of each working day so that your workstation is set up 
safely and comfortably at home. 

 
Before you start work at home, set up your workspace:  
 
1. Adjust your seat height so that your arms are roughly at right angles and your 
forearms horizontal.  

2. Use a footrest if your feet are not flat on floor after adjusting your chair height.  

3. Make sure your lower back is supported. If you need more support, try using a 
folded towel or cushion between your back and the backrest of the chair.  

4. Keep your wrists in a neutral position, not excessively flexed up or down.  

5. Adjust your monitor height so that the top of the screen is roughly at eye level. You 
can use a box or books if you don’t have a laptop stand.  

6. Use a separate keyboard and mouse.  

7. Refresh your memory of the key elements of the Display Screen Equipment (DSE) 
Workstation Checklist completed for your workstation(s) at WeST and ensure they 
apply to your home workstation.    
 
Remember to:  
 

 take regular, short breaks away from your workstation.  
 include movement and activity as part of your working day.  
 report any issues to your line manager/leader, who can advise further.  

 

 


