BARNSLEY CLINICAL COMMISSIONING GROUP’S EMPLOYMENT BREAK POLICY


[image: image2.png]INHS |

Barnsley

Clinical Commissioning Group



  
	BARNSLEY CLINICAL COMMISSIONING GROUP
HOME WORKING POLICY


	Version:
	1.1

	Approved By:
	Governing Body (initial approval)
Equality & Engagement Committee

	Date Approved:
	14 January 2021 (GB approval)
24 Feb 2022 (EEC review)

	Name of originator / author:
	 HR & OD Business Partner

	Name of responsible committee/ individual:
	Equality and Engagement Committee 

	Name of executive lead:
	Chief Officer

	Date issued:
	September 2020


	Review Date:
	3 years from date of review

	Target Audience:
	All employees.


THIS POLICY HAS BEEN SUBJECT TO A FULL EQUALITY IMPACT ASSESSMENT
DOCUMENT CONTROL
	Version No
	Type of Change
	Date 
	Description of change

	1.0
	FINAL
	November 2020
	With the CCG for consultation.


	1.1
	DRAFT
	February 2022
	Simplified approval process for requests for regular home working in light of changed circumstances post covid-19


CONTENTS

	SECTION
	PAGE

	1
	Policy Statement
	5

	2
	Scope 
	5

	3
	Definitions
	5

	4
	Roles and Responsibilities
	7

	5
	Equality
	9

	6
	Monitoring and Review
	10

	
	PART 2 – PROCEDURE
	

	1
	Criteria
	10

	2
	Suitability of home working
	11

	3
	Application process
	12

	4
	Management of Home Working Agreements
	14

	5
	Provision of equipment
	14

	6
	Sickness absence reporting
	15

	7
	Insurance and Tax
	15

	8
	Health and Safety
	16

	9
	Work Space
	17

	10
	Information Security
	17

	11
	Contractual terms
	17

	12
	Business continuity
	18

	
	Appendix 1 – Home Working Application Form
	19

	
	Appendix 2 – Home Working Self-Assessment Form
	20

	
	Appendix 3 – Home Working Agreement
	23

	
	Appendix 4 –  Home Working: Health and Safety Guide
	24

	
	Appendix 5 –  Equality Impact Assessment
	26


	PART 1



	1. 
	POLICY STATEMENT 



	
	1.1 

	NHS Barnsley Clinical Commissioning Group (CCG) is committed to promoting flexible working in order to facilitate effective and efficient working. A key component of our flexible working policy is home working. This policy outlines the circumstances under which the CCG will allow employees to work from home.


	2.

	SCOPE


	
	2.1
	This policy applies to those members of staff that are directly employed by the CCG and for whom the CCG has legal responsibility. Seconded staff are covered by the policy of their employing organisation. For those staff covered by a letter of authority / honorary contract or work experience, this policy is also applicable whilst undertaking duties on behalf of the CCG or working on the CCG premises and forms part of their arrangements with the organisation. As part of good employment practice, agency workers are also required to abide by the CCG policies and procedures, as appropriate, to ensure their health, safety and welfare whilst undertaking work for the CCG.


	3.
	DEFINITIONS
NH

	
	3.1
	Home working is about using the employee’s home as a base for work instead of the employee coming into a workplace. There are a number of categories of home workers:
· Occasional home workers 

· Regular home workers

· Home based routine workers – employee requested

· Home based routine workers – service driven
These arrangements are described below.



	
	3.2
	Occasional home working



	
	
	Occasional home workers are normally based at a CCG site but may spend a small amount of time (up to 20% or no more than 1 day each week over a calendar year) working from home. Occasional home working can be ad hoc and associated with the delivery of a specific piece of work. For example, an employee with a deadline to meet for a piece of research or executive report may agree with their line manager to complete the work at home rather than in the office. 
The benefit of occasional home working for managers and employees is the opportunity to be flexible about the work base where specific conditions are required for a piece of work. There may also be an improvement in employee retention and easier recruitment by offering an attractive working arrangement which improves work/life balance.

This designated way of working may also be a consideration for managers where a recommendation has been made that occasional home working may be supportive to an employee with disclosure of a disability or to facilitate a return to work of an employee following a period of long term absence.



	
	3.3
	Regular home working



	
	
	Regular home working is where the employee works from home rather than a CCG site for a large proportion of their working time (normally between 20% and 80% or between 2 and 4 days each week over a calendar year). These employees may not have a designated desk space at the CCG so may be required to use a desk within a designated team space when working on site. Employees will still be required to attend meetings and training at other sites or venues as appropriate. 

The potential benefits of regular home working for the CCG include:

· Potential savings on office space by reducing the number of employees who require a permanent desk space

· Support for the employees travel plan and other environmental initiatives, by reducing the number of  vehicles on the road 

· Improved employee concentration at home, leading to enhanced productivity

· Improved employee retention and easier recruitment by offering an attractive working arrangement which improves work/life balance

· Increased opportunities for people with disabilities to work for the CCG

The benefits of regular home working for employees include:

· Savings on the travel time and cost associated with regular days in the office

· Improved work/life balance by exercising more control over the hours and place that you work
· Greater flexibility to accommodate child care or other caring responsibilities. 


	
	3.4
	Home based routine workers – employee requested


	
	
	Home based routine workers are those who visit users/customers or attend meetings at a variety of locations, but who require a base at points throughout the day, particularly at the start and end of the day. Generally these employees are in the office for less than 20% of their working week. These employees will request to be based from home and provided with the equipment they need to do their job remotely if required (See Part 2, Section 5). They will still be required to attend meetings and training at CCG sites as appropriate, but will not usually maintain a permanent office base.
The benefits of home based routine working can be applied equally to that of regular home workers. In addition, this arrangement will reduce travel and “down time” between appointments by providing the opportunity to plan journeys and visits more efficiently.



	
	3.5
	Home based routine workers – service requested



	
	
	As stated above at 3.4 but this is where there is a request from the Service for the employee to be a home based routine worker rather than requested by the employee.
Arrangements for service driven changes to the work base will be managed in line with Staff Side consultation and the CCG’s Organisational Change Policy. Employees do not need to apply for this type of home working as it is service driven.


	4.
	ROLES AND RESPONSIBILITIES



	
	4.1
	Overall accountability for ensuring that there are systems and processes to effectively ensure compliance with this policy lies with the Chief Officer. Responsibility is delegated to the following:
Chief Officer
· Maintaining an overview of the corporate ratification and governance process associated with the policy.

· Ensuring that the policy is applied fairly, consistently and in a non-discriminatory manner.

Human Resources
· Leading the development, implementation and review of the policy.

· Providing advice and guidance to managers and employees in relation to the policy.

· Monitoring home working levels within the organisation.

Appointing Officers/ Line Managers
· Ensuring they understand and adhere to their obligations in relation to the policy.

· Ensuring the policy is applied fairly and consistently to all employees.

· Considering the request for home working in accordance with the set procedure.

· Providing the appropriate support and information to the employee throughout the course of the application.

· Ensuring the health and safety implications for home working arrangements have been considered and addressed, including ensuring risk assessments have been undertaken and seeking advice from the Occupational Health Provider where required

· Liaising with IT to establish the relevant technological solution for home working opportunities.

· Ensure that all equipment for home working is encrypted to the required standards, has an asset tag and that all employees have access to a network drive or other secure back up devices to back up and store confidential information

· Reviewing home working levels at agreed intervals, at least annually, to ensure the level is still valid/ effective.

· Ensure employees are aware of this policy including referring new employees to the policy as part of their induction process.

· Ongoing communication with the employee to ensure they are aware of and engaged with developments at work

All Employees
· Ensuring they understand their responsibilities in relation to this policy.

· Completing the necessary application forms to request to work from home if applicable

· Being prepared to discuss their home working request with their line manager in an open and constructive manner.

· Being flexible where a mutually agreed compromise is required.

· Agreeing to regular reviews, at least annually, to ensure the working from home level continues to be valid and meets the needs of the organisation as well as personally.

· Informing their manager of any changes to the agreed working arrangements and / or if they notice or start to experience any muscular aches or pains, etc. which may be associated with working at home.

· Following best practice guidance in relation to setting up their home working environment and maintaining physical movement and mobility to promote own good health

Staff Side
· Ensure they are familiar with the policy and procedure.

· Advise and represent employees who are a member of a recognised Trade Union.



	5.
	EQUALITY


	
	5.1
	NHS Barnsley CCG aims to design and implement services, policies and measures that meet the diverse needs of our service population and workforce, ensuring that none are placed at a disadvantage over others. It takes into account the Human Rights Act 1998 and The Equality Act 2010 and promotes equal opportunities for all. This document has been assessed to ensure that no-one receives less favourable treatment on grounds of their gender, sexual orientation, marital status, race, religion, age, ethnic origin, nationality, or disability. Members of staff, volunteers or members of the public may request assistance with this policy if they have particular needs. If the person requesting has language difficulties and difficulty in understanding this policy, the use of an interpreter will be considered.


	
	5.2
	NHS Barnsley CCG embraces the six staff pledges in the NHS Constitution. This policy is consistent with these pledges.


	6.
	MONITORING & REVIEW



	
	6.1
	This policy and procedure will be reviewed at least every three years by the Equality and Engagement Committee, in conjunction with HR, Managers and Trade Union representatives. Where review is necessary due to legislative change, this will happen immediately.


	PART 2


	PROCEDURE 



	
	Home working arrangements can be driven either by service needs, requests from individual employees or both. This section describes the criteria for effective home working and the application and selection procedure.



	1.
	CRITERIA



	
	1.1
	All proposals for a home working arrangement, whether service or employee driven, must satisfy the following criteria:

· The work can be done without access to office-based IT

· The work can be done through virtual face-to-face contact (via MS Teams or similar) with colleagues, internal and external customers for the duration of the time spent working from home

· The work can be done from home without increasing the workload of others

· The work can be conducted with minimal supervision.
In addition, individuals who wish to work from home should also:

· Provide a satisfactory health and safety self-assessment of their proposed work space, advice will be available from the Health & Safety Lead should an employee require this (Appendix 2) 

· Have access to stable broadband with sufficient capacity in their local area

· Have met all their essential development needs and therefore possess the skills and confidence to work without immediate access to support from colleagues and their line manager

· Be performing satisfactorily. Applicants must be meeting or exceeding any local performance standards and it may not be appropriate for those involved in the capability or disciplinary process to work from home.



	2.
	SUITABILITY OF HOME WORKING


	
	2.1
	Job Roles

	
	
	Not all jobs are suitable or can be or can be adapted for home working, however any job may be considered on its own merits. Jobs that will not be suitable include those that provide a direct service to the public at a fixed location. Jobs that involve project work or identifiable output, or those which provide services within the community, may in particular lend themselves to home working. Consideration should also be given to the impact on and inter-relationship with other jobs, access by the public, access to/by colleagues, access to required information, technology, costs and savings etc. 

The following job characteristics may lend themselves to home working: 

· Defined output tasks

· Discrete projects or functions

· Relatively autonomous jobs

· Jobs requiring frequent travelling 

· Jobs requiring high periods of concentration


	
	2.2
	Employee Characteristics


	
	
	Having established the suitability of the job for home working the suitability of the employee needs to be considered. 

Home working does not suit everyone. Office dynamics and informal information flows may have a significant impact on the employee’s performance. Some employees may develop better in a traditional office environment, and those without very much experience in their role are likely to need closer supervision which would not be possible if they were working from home. Individuals may also have a distorted view of home working with little recognition or understanding of the potential drawbacks, and it is important that both the advantages and the disadvantages are considered. 
A trial period may be appropriate in order to gauge suitability before any longer term arrangements are put in place. 



	3.
	APPLICATION PROCESS


	
	3.1
	Application for employee requested home working
All requests for home working should be discussed with the line manager in the first instance. The line manager will be responsible for considering the request in a fair and consistent manner. They should consider whether the role is eligible to work from home, whether the employee’s personal characteristics are suitable for home working and if so, agree the proportion of time that can be agreed as home working, subject to service delivery needs.
Any requests for home working should be viewed in a positive light and the CCG will, wherever possible and practicable, agree to the employee’s request subject to business need.


	
	3.2
	Occasional home working 

Requests for occasional home working can be approved by the line manager and do not need to be formally documented.



	
	3.3
	Regular home working
Requests for regular home working (up to 4 days pro rata per week) can be agreed by the line manager but will in addition require approval from the relevant executive lead (Director or Service Head). This approval should be captured via exchange of emails and saved on the personal file, along with a Home Working Agreement (Appendix 3) setting out the parameters of the arrangement and the review date. Completion of a health and safety self assessment (Appendix 2) is also strongly recommended for regular home workers.

	
	
	

	
	3.4
	Routine home working

Employees wishing to work from home as a home based routine worker (see section 3 of the policy) should complete a written application (Appendix A) in the first instance. 
Requests for routine home working should be responded to by the line manager within 10 working days of receipt of the request stating whether the application is supported in principle. If the line manager is not able to support the application at this stage, they should provide the employee with a written response to their request including details of the reasons for rejecting the application.
If the request is supported in principle by the line manager, formal approval should be sought within 10 further working days from the relevant executive lead and SMT to ensure consistent application of this policy. On receipt of this formal approval the line manager should:

· Inform HR of the employee’s change of status

· Ensure the employee undertakes a health and safety self-assessment (Appendix 2) of the home working environment
· Draw up a Home Working Agreement (Appendix 3) which should be placed on the employee’s personal file.


	
	3.2
	Appeals
If an employee feels that their application for home working has been treated unfairly, they have the right to appeal the decision. Appeals must be submitted in writing to the next most senior manager within 10 working days of being notified in writing that the request has been declined and should include the grounds for appeal. 

An appeal panel should be convened and an appeal hearing held within 15 working days of receipt of the appeal. The panel should not include anyone involved in making the original decision. 

The outcome of the appeal should be confirmed to the employee in writing within 5 working days of the appeal hearing taking place. 


	
	3.3
	Assessing the Home Environment

An employee who works from home is afforded the same protection under health and safety legislation as an employee who is office based. It is therefore vital to ensure the home working environment is suitable before any home working agreement is reached. The employee needs to take personal responsibility for the health and safety aspect of home working. An employee needs an environment at home which offers the following:

· Suitable “office” space, ideally a separate room but at least a dedicated space

· Freedom from interruptions and distractions

· Security and confidentiality

· Ability to meet Health and Safety requirements
Employees wishing to adjust their routine working arrangements to accommodate dependent care responsibilities should discuss with their line manager in the first instance and defer to the Flexible Working Policy. If an application for home working has been accepted in principle by the line manager, the employee concerned should complete a Health and Safety Home Worker Self-Assessment Checklist (see Appendix 2) and submit this to their line manager. 
If this assessment identifies any particular risks it will be the responsibility of the line manager, executive lead and employee to discuss ways in which the risks may be minimised or eliminated. The home environment must be deemed to be safe to work in before a home working agreement can be drawn up. In exceptional circumstances, a CCG health and safety representative may need to visit an employee’s home to help assess the environment before a decision can be made. This would be with the employee’s agreement. 
An application for home working will be refused if there is not sufficient assurance that risks can be minimalised or eliminated or if there is not space to accommodate all equipment necessary to effectively perform their duties at home.


	
	3.4
	Home Working Agreement
Where a request to work from home on a regular or routine basis has been agreed, a home working agreement should be issued to the employee (see Appendix 3) by the line manager. The employee will be asked to sign and return a copy of the home working agreement and this will be retained on their personal file. 
Any home working arrangement should stipulate whether this has been agreed on a trial basis. All home working agreements should be reviewed annually. This will allow both parties to assess whether the arrangement is still appropriate.
A home working agreement can be terminated or amended, by either party, by giving 12 weeks’ notice. This may be varied in exceptional circumstances.
Where the agreement relates to regular home working, the employee will return to office based working on termination. Where the agreement relates to home based routine working, advice should be sought from Human Resources as the termination of the home working agreement may have wider consequences to the contract of employment

	4.
	Management of Home Working Agreements


	
	4.1
	Management arrangements must be agreed at the outset, before the home working arrangement begins. As a minimum, the following must be agreed:
· Security and confidentiality arrangements

· Contingency arrangements should the IT system or home networks be unavailable.



	5.
	Provision of Equipment



	
	5.1
	Where appropriate, the CCG may provide, install and maintain equipment to assist with home working. Factors taken into consideration in determining appropriateness may include the frequency of home working and whether the need for home working has been generated by the CCG or the employee.
The following items of equipment may be appropriate:
Type

Equipment
Occasional home working

All CCG employees will have access to a laptop if occasional home working is required. 

The employee will retain an office/work station at their normal place of work or other desk sharing arrangements depending on the team.
Regular home working

Employees will be provided with the IT equipment they need to do their job in their home. For example a laptop, mouse, screen and keyboard if required with remote access to the CCG’s systems. 
Home based routine working (either employee requested or service driven)

As above plus a desk and chair, or contributions towards, if required. Consideration needs to be given as to if additional equipment is also required that is necessary for the employee to do their job
In relation to maintaining the equipment it may be necessary for the employee to bring the equipment in to the CCG in order to carry out the relevant maintenance. The CCG will not be responsible for maintaining a home worker’s own equipment e.g. electrical sockets and other parts of the home worker’s domestic electrical system, which are their own responsibility.
Any CCG equipment installed at the employee’s home remains the property of the CCG and can be recalled at any time.
The CCG will provide IT helpdesk support during standard working hours but this does not include a home visit. The CCG will also take responsibility for the repair/replacement of damaged or stolen equipment, provided the employee has taken appropriate precautions to safeguard the equipment.
Upon the termination of the home working agreement, employees must return all CCG equipment to the CCG.
It will be the responsibility of the home worker to ensure that they have appropriate stationery and paper to work from home. 



	6.
	Sickness Absence Reporting



	
	6.1
	Normal rules governing management and reporting of sickness absence will apply for any home working arrangement. It is particularly important that staff who become ill during a period of home working should notify their line manager as soon as possible.


	7.
	Insurance and tax



	
	7.1
	Whilst working from home is unlikely to have an impact, employees are advised to notify their landlord/mortgage and insurance companies of the fact that they will be working from home.
If the area being used for home working is also used by other occupants of the property there may be no implications for Council Tax. If the area is solely used for business and not available to other occupants at other times, then this may be a change of definition and the employee should check their individual circumstances with their local council.

Employees who choose to work from home are not normally entitled to tax relief on additional outgoings. However, if there is a requirement from the CCG for an employee to work from home, there may be tax relief on a proportion of the costs for heating, lighting etc. It is the responsibility of the home worker to clarify their position with the Inland Revenue and to claim the tax relief back from the Inland Revenue directly.



	8.
	Health and Safety



	
	8.1
	All staff, have a statutory responsibility under the Health and Safety at Work Act 1974. They are required to take ‘reasonable care’ of their own health and safety and to ‘others’ who may be affected by their acts or omissions. Employees are also required to co-operate with the CCG as necessary, to comply with statutory obligations, and abide by all CCG policies. This duty is also placed on persons working from home.
It will be the responsibility of the home worker to conduct the workplace self-assessment and to communicate the assessment findings to their line manager. The manager may need to question further any risk issues that arise as a result of the assessments.


	
	8.2
	For occasional and regular home workers, it will be the responsibility of the home worker to ensure that they have a suitable desk and chair for display screen use prior to being considered for home working.
Once home working has been agreed it will be the responsibility of the home worker to maintain the workstation and surroundings in a safe condition. For example, this should be free of trailing cables, no liquid in the vicinity of the display screen equipment and kept clean and tidy.


	
	8.3
	The Working Time Directive continues to apply to employees working from home. More information can be found in the Hours of Work Policy.


	
	8.4
	Employees working at home must inform their manager in the event of accidents, incidents or dangerous occurrences. Initial reports should be by telephone, followed by appropriate action such as entering the incident on the Datix incident reporting system within 48 hours of the incident occurring if relevant.



	9.
	Work Space


	
	9.1
	The basic requirements for work space at home must comply with the health and safety requirements outlined in this procedure. Whilst it is not necessary to have a separate room that can be used as an office, it is essential that you have enough space to accommodate your workstation. You must have enough room to work freely without interruption from others and to ensure that your work files are not accessible by other members of the household. 


	10.
	Information Security



	
	10.1
	Employees who work from home are required to comply with all IT security and confidentiality requirements of the CCG. This includes acceptance and adherence to the Internet Acceptable Use Policy.

The home worker will have a direct responsibility for all CCG information material held at their home and must ensure that it is secure and not accessible to non-authorised people (e.g. other members of the household). 

Any physical documents that require filing should be filed securely on the CCG premises.
Following Cabinet Office advice it is important that internet devices e.g. Alexa placed in or around the designated working environment are switched off if an employee is working with / making calls that may contain personal or confidential data to comply with DPA / GDPR. 

	11.
	Contractual Terms



	
	11.1
	If the employee is an occasional or regular home worker, there will be no requirement to issue a variation to the substantive contract of employment.
The contracts of employment for home based routine workers will need to reflect the fact that their normal place of work is their home. It should be noted that employees whose normal place of work is home may still be expected to attend one of the CCG’s offices from time to time (e.g. to attend team meetings or training).
All other terms and conditions of employment remain unchanged by a home working application. Employees are also expected to adhere to all CCG policies and procedures whilst home working.


	
	11.2
	Expenses



	
	
	Car Mileage would be paid in line with Agenda for Change terms and conditions. For occasional and regular home workers, car mileage expenses will only be paid for those miles travelled which are over and above the number of miles which the home worker would previously have incurred by having to travel into the office and return home on a daily basis, i.e. their normal commuting journey.
For home based routine workers, car mileage expenses would be payable for work-related journeys beginning and ending at the home base.



	12.
	Business Continuity


	
	12.1
	In emergency situations, for example, where it becomes impossible for an employee to work at their normal base, employees may be offered the option of working from home temporarily until the emergency situation can be rectified. 
Working from home due to business continuity reasons will not require an application for home working. The arrangement would be reviewed on a regular basis in line with the CCG’s business continuity plans. It is anticipated that in emergency situations, such as a national pandemic, employees may also have to combine home based working with dependent care.
If, after the emergency situation has ended, an employee wishes to continue to work from home for a proportion of their contracted hours, they will need to follow the application process detailed in this procedure. 




APPENDIX 1 

ROUTINE HOME WORKING APPLICATION FORM
	Name
	

	Job Title
	

	Current Working Pattern
	

	Working arrangements you are proposing
	

	Address at which home working will take place
	

	Do you feel your home working would have an impact on the service you provide or the colleagues in your team? If so, how could this be minimised?
	


	Signed (Employee)

	

	Name (please print)

	

	Date

	


Once complete, please submit this form to your line manager for consideration.

APPENDIX 2
HOME WORKER HEALTH & SAFETY SELF-ASSESSMENT
This form should be used by the employee to undertake an initial assessment of the suitability of that part of their home which has been identified as the intended location for home working. It must then be signed by both the employee and the line manager. 
	Name of intended home worker
	

	Home address
	

	Area in home intended to be used as workspace
	

	Job Title
	

	Summary of equipment used in the home to undertake the role
	

	Date of self-assessment
	

	
	Yes/No or N/A
	Comments


	Is the size of the room adequate for the intended purpose and is there sufficient space to move around safely? 


	
	

	Is there a source of natural light and can the light be sufficiently controlled by blinds or curtains? 

	
	

	Is adequate ventilation available? 

	
	

	Does the heating system provide a comfortable temperature which is appropriate for the tasks? 
	
	

	Are the floors and floor covering in good condition and do not present a trip hazard?


	
	

	Is the work area kept tidy and waste paper disposed of regularly?


	
	

	Are procedures in place that family members of others who are in the home do not have access to confidential information?
	
	

	Are proposed work surfaces large enough for the intended tasks? 


	
	

	Is a suitably adjustable chair available? 

	
	

	Are there sufficient fixed electrical sockets to cope with essential electrical equipment? 

	
	

	Are electrical and telephone sockets appropriately located to avoid the need for trailing cables across the room(s) so they do not pose a trip hazard? 
	
	

	Is a suitable smoke alarm fitted and tested regularly?  


	
	

	Is there a clear and unobstructed escape route for you in case of emergencies?


	
	

	Do you carry out significant manual handling activities associated with your home working?
	
	

	Is home working permitted in terms of your insurance and mortgage/tenancy?


	
	

	Is there any requirement for additional health and safety equipment (i.e. footrest, monitor/ keyboard/mouse etc.)? 

	
	

	Signed (Employee)
	

	Name (please print)
	

	Date
	

	Approved (Line Manager)
	

	Name (please print)
	

	Date
	


APPENDIX 3

HOME WORKING AGREEMENT
	Name
	

	Home Address
	

	Job Title
	

	Total hours of work
	

	Agreed working pattern
	

	Agreed review date
	


· I have read and understood the CCG’s Home Working policy and request a home working arrangement in line with the hours and times of work set out in my application form.
· I confirm that I have completed a health and safety home worker self-assessment on my home work environment and I will implement and maintain any control measures required as a result of this. I will notify my manager of any changes which may affect the validity of the assessment.
· I understand that I will still be required to attend meetings and training at CCG sites. I understand that the equipment I have been provided with remains the property of the CCG. I will use this equipment in line with established guidelines and agree to return it when my home working arrangement ends if requested.
· This Agreement will be monitored and reviewed in accordance with the CCG’s Home Working Policy.

	Signed (Employee)
	

	Name (please print)
	

	Date
	

	Approved (Line Manager)
	

	Name (please print)
	

	Date
	


APPENDIX 4
HOME WORKING HEALTH AND SAFETY GUIDE
Expectations while working from home
There is a general duty of care on both the employer and employee to ensure the safety of all persons while at work; this duty also includes those staff that work from home. Therefore the guidance which is contained in the CCG’s Policies and Procedures continues to apply when working from home. If you are unsure how a particular policy or procedure can affect you while you work from home, please speak with your line manager.
Electrical Safety
User checks
If electrical equipment is to be plugged or frequently moved, regular user safety checks should be conducted, with the equipment disconnected. Employees should look for:
· Damage to the lead including fraying, cuts or heavy scuffing;
· Damage to the plug, e.g. to the cover or bent pins;
· Tape applied to the lead to join leads together;
· Coloured wires visible where the lead joins the plug (the cable is not being gripped where it enters the plug);
· Damage to the outer cover of the equipment itself, including loose parts or screws;
· Signs of overheating, such as burn marks or staining on the plug, lead or piece of equipment;
· Cables trapped under furniture.

Extension leads
An extension lead or adaptor will have a limit to how many amps it can take, so be careful not to overload them to reduce the risk of a fire. 

Appliances use different amounts of power; the information can generally be located on the plug or within the instruction manual of the equipment – a television may use a 3amp plug and a vacuum cleaner a 5amp plug for example.

Fire Safety

It is recommended by the fire authority to fit at least one smoke alarm on every level of your home.

· Smoke alarms are cheap and easy to install.
· Always look out for one of these symbols, which show the alarm is approved and safe.

[image: image1.png]



· If the alarm goes off by mistake, never disconnect or take the batteries out of your alarm.
· Testing smoke alarms tests the smoke sensor as well as the battery. It is recommended that you should test your smoke alarm every month and replace the batteries annually unless your smoke detector states otherwise.


Equality Impact Assessment 
	Title of policy or service:
	Home Working Policy

	Name and role of officer/s completing 
the assessment:
	HR & OD Business Partner and Head of Governance & Assurance

	Date of assessment:
	September 2020 (initial review); March 2022 (following update to approval procedure)
NOTE: the reviewers are of the opinion that the changes to the policy in Feb / March 2022 affect the approval process but do not change the underlying fundamentals of the policy and therefore do not result in a change to the initial EQIA ratings set out below. While some groups with protected characteristics eg carers may be more likely to request home working (and one of the benefits of the policy is the flexibility it offers to such staff), the policy is clear that the criteria for accepting or declining an application relate to the specifics of the job role, business need, and the individuals’ suitability and as such the policy will be applied consistently across all protected groups.

	Type of EIA completed:       
	Initial EIA ‘Screening’  ☒   or    ‘Full’ EIA process  ☐           
	(select one option - 
see page 4 for guidance)


	1. Outline

	Give a brief summary of your policy or service

· Aims

· Objectives

· Links to other policies, including partners, national or regional
	NHS Barnsley Clinical Commissioning Group (CCG) is committed to promoting flexible working in order to facilitate effective and efficient working. A key component of our flexible working policy is home working


Identifying impact:

· Positive Impact: 
will actively promote the standards and values of the CCG. 
· Neutral Impact:  
where there are no notable consequences for any group;

· Negative Impact:
negative or adverse impact: causes or fails to mitigate unacceptable behaviour. If such an impact is identified, the EIA should ensure, that as far as possible, it is eliminated, minimised or counter balanced by other measures. This may result in a ‘full’ EIA process.
	2. Gathering of Information 

This is the core of the analysis; what information do you have that might impact on protected groups, with consideration of the General Equality Duty. 

	(Please complete
each area)
	What key impact have you identified?
	For impact identified (either positive 

or negative) give details below: 

	
	Positive

Impact 
	Neutral

impact
	Negative

impact
	How does this impact and what action, if any, do you need to take to address these issues?
	What difference will this make?

	Human rights
	☐
	☒
	☐
	Provides an additional opportunity for employees to achieve career and personal life balance
	

	Age
	☐
	☒
	☐
	“
	

	Carers
	☐
	☒
	☐
	“
	

	Disability
	☐
	☒
	☐
	“
	

	Sex
	☐
	☒
	☐
	“
	

	Race
	☐
	☒
	☐
	“
	

	Religion or belief
	☐
	☒
	☐
	“
	

	Sexual orientation
	☐
	☒
	☐
	“
	

	Gender reassignment
	☐
	☒
	☐
	“
	

	Pregnancy and maternity
	☐
	☐
	☐
	“
	

	Marriage and civil partnership (only eliminating discrimination)
	☐
	☒
	☐
	“
	

	Other relevant groups
	☐
	☒
	☐
	“
	

	HR Policies only:


	☐
	☒
	☐
	Procedure legally compliant and in line with NHS practice
	


IMPORTANT NOTE:  If any of the above results in ‘negative’ impact, a ‘full’ EIA which covers a more in depth analysis on areas/groups impacted must be considered and may need to be carried out. 

Having detailed the actions you need to take please transfer them to the action plan below.

	3. Action plan

	Issues/impact identified
	Actions required
	How will you measure impact/progress
	Timescale
	Officer responsible

	No actions have been highlighted
	No actions have been highlighted
	N/A
	N/A
	N/A


	4. Monitoring, Review and Publication

	When will the proposal be reviewed and by whom?
	Lead / Reviewing  Officers:
	HR & OD Business Partner
	Date of next Review:
	September 2025
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