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1. Policy Statement 

Care Housing Association (Care) is committed to achieving the highest standards of service, which can be achieved through 
a highly trained, skilled and motivated workforce.  The provision of home working plays an important part in making it 
possible to attract and retain the best possible employees and is necessary in an increasingly agile workforce. 

 
This policy applies to all employees. It does not apply to consultants or self-employed contractors. 

 
This policy does not form part of a contract of employment and may be amended it at any time. 

 
 

2.  Policy Principles 

2.1. Working and Caring Commitments 

Home workers must separate domestic and work activities/commitments as far as is practicably possible.  Employees with 
caring responsibilities will be required to demonstrate that the care arrangements for the dependant person do not conflict 
with work activities. 

 
The relevant manager must be informed as soon as practicably possible of any changes to caring arrangements that have 
implications for the work being undertaken from home.  

 
2.2. Health and Safety 

If required, a Health and Safety Risk Assessment may be carried out at an employee’s home to identify any adjustments or 
equipment that may be necessary for them to carry out the work in a safe environment. 

 
Employees must attend any arranged health and safety courses, read all relevant material and undertake to use equipment 
safely. Care reserves the right to check home working areas for health and safety purposes. 

 
2.3. Equipment 

Care will supply systems and equipment for use at home, including a laptop.  The employee will maintain the integrity of 
the equipment.  Failure to do so may result in home working privileges being withdrawn and the employee may be subject 
to disciplinary action.   The employee is under a duty to report faults with the equipment as soon as reasonably practicable 
to their relevant manager.  Employees are required to return the equipment to Care upon termination of employment for 
whatever reason. 
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2.4. Associated Costs 

An employee who is asked to work from home may be entitled to tax relief on additional outgoings, such as costs for 
heating and lighting Employees should check the government HMRC website for details. 

 
2.5. Viability 

The ability to work from home is dependent upon IT systems and software being operationally efficient, reliable and secure 
(see below).  The IT systems will be monitored on an ongoing basis and if the system proves unreliable, the relevant 
manager will be entitled to suspend and/or terminate the arrangements. The manager will thereafter discuss with the 
employee their return to the office, and whether alternative arrangements are available.  

 
2.6. Hours of Work 

Employees must be available by telephone should there be the need to check or clarify issues relating to work during their 
hours of work. Employees must also be available should clients/customers wish to contact them directly.  Exceptions to 
this will be: 
 

• during holidays, maternity/adoption/paternity/parental leave and compassionate leave, or at other 
times agreed in writing by their manager; 

 

• sickness which has been notified to their manager at Care; 
 

• during periods in the day in which the employee is otherwise unavailable due to other work 
commitments, or in line with any other policies Care may introduce, such as Agile Working. 

 
 
2.7. Security and Confidentiality 

It is Care’s policy that computer users are not permitted to load non-standard applications and other software on the 
Company’s PCs or laptops. In all instances, repairs and servicing to Care-owned equipment will only take place by persons 
authorised by Care to do so. 
 
Employees must not use personal devices for work purposes. 

 
Home workers must ensure the security and safekeeping of any confidential information provided by Care for use in the 
remote working environment.  Such information should not be accessible to family or visitors. Employees must ensure that 
all reasonable precautions are being taken to maintain confidentiality of material in accordance with Care’s requirements 
- please refer to the Data Retention Policy. 

 
If employees discover or suspect that there has been an incident involving the security of information relating to Care, 
clients, customers or anyone working with or for Care, they must report it immediately to their manager. 

 
2.8. Responsibility for Replacement & Repair 

Care will meet the cost of repair and replacement of electrical equipment supplied by Care for working from home, except 
where damage is caused by recklessness of the employee.  All equipment must be kept in a secure place and out of sight 
when not in use. At all times, your home must be locked when left unoccupied.  
 
Equipment belonging to Care should only be in vehicles during transit or for a short lunch break within a day of visits. 
Equipment should be kept out of sight, ideally in the boot, and vehicles must be locked when left. 

 
2.9 Employee Responsibility 

It is the responsibility of each employee to take reasonable care to ensure the safety and security of equipment and to 
maintain the working environment to the agreed health and safety standards.  

 
The employee shall ensure that there is sufficient and appropriate equipment in place to facilitate home working.  If the 
home working environment is not suitable for home working, employees should inform their manager who may make a 
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request for equipment to be purchased at Care’s expense.  If such a request is not possible, or is not approved, the viability 
of home working for the employee will be reviewed. 

 
Employees may only use IT equipment provided by Care or that Care has approved. Employees agree to comply with Care’s 
instructions relating to software security and to implement all updates to equipment as soon as they are requested to do 
so.  
 
 
3.  Responsibility 
 
The designated officer responsible for implementation and monitoring of this policy will be the Chief Executive.  
 
 
4.  Equality and Diversity 
 
We are committed to respecting diversity in all aspects of our work and we will not tolerate any form of discrimination.  
 
 
5.  Commitment and Review 

 
Care will formally review this policy every three years.  
 
  
 


