
 

 

NORTH EAST DERBYSHIRE DISTRICT COUNCIL 
 

HOME WORKING POLICY 
 
 

 
1. Introduction 
 
1.1 Flexible working practices are part of the government’s modernisation 

and E- government agenda to enable Councils to deliver continuous 
improvements by implementing improved access across a full range of 
services.   When any application for at/from home working is made the 
impact on the business needs of the Council need to be carefully 
considered. 

 
1.2 North East Derbyshire District Council is also committed to promoting 

flexible working and increased work-life balance opportunities, of which 
home working is one, to enable its employees to balance work with 
other responsibilities.  It recognises as a proactive employer, that 
employees benefit from an enhanced benefits package that includes 
flexible working practices e.g. as a result of reductions in travel time. 
Methods of promoting work life balance also include job share working, 
career breaks and the availability of flexi time, all of which are dealt with 
in separate policies. 

 
1.3 The home working policy specifically applies to both working at home 

and working from home.  
 
1.4 Prior to agreement, home working that requires ICT systems and 

telecomm installations/facilities are subject to a costed feasibility study 
by the ICT section.  All policies of the Council (with the exception of the 
scheme of flexible working) apply to home workers including health and 
safety, email, internet and acceptable use policies and data protection.   

 
1.5 The employee also has a responsibility to think carefully about their 

desired work pattern, and the Council is required to follow a specific 
procedure to ensure requests are considered fairly.   

 

1.6 The Council may request, according to the needs of service that 
employees work at/from home and this procedure is outlined in section 
5.  Employees have the right to reject this proposal and do not 
need to give a reason. Where this is the case for new employees full 
induction procedures both corporately and departmentally will be 
followed.  

 
 
2. Definition 
 
2.1 Home working is where an employee uses their home as their office for 

part or all of the week.  This could be either on an ad-hoc basis/ 
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occasional basis, for instance when writing new policies or undertaking 
research or where the employee is based permanently at home for part 
or all of their working week.    

 
2.2 Working at home involves an employee undertaking at home, work 

which has been traditionally been done in an office. 
 
2.3 Working from home involves an employee in a ‘mobile’ occupation.  

Examples of ‘mobile’ occupations include Environmental Health, 
Housing, Planning and Building Control Officers (this is not exhaustive) 
who visit sites and may therefore, use their home rather than an office 
as the base from which journeys are undertaken.   

 
2.4 In practice, some jobs may include elements of both these types of 

working. 
 
 
3. Eligibility 
 
3.1 Not all posts are suitable for home working; posts that may not be 

suitable or practicable are those that provide a direct service to the 
public attending Council buildings e.g. dealing with the public as at 
leisure centres.  Each application from an employee for at/from home 
working will therefore be considered on its own merits and subject to 
operational needs.  Posts where an employee’s work is highly self 
regulated with a large degree of personal autonomy in how daily tasks 
are processed, or involve specific project work may be particularly 
suitable for home working.  

 
3.2 To work effectively, home working has to meet and balance the 

business needs of the service as well as those of the individual.  
Therefore: 

• home working must be agreed between management and the 
individual in each case;  

• home working will be  subject to overall agreement by the 
Service Manager 

• . Service Managers should apply to their Assistant Director for 
at/from home working; 

• Assistant Directors should apply to their Director for at/from 
home working; and  

• Directors should make an appropriate application to the Chief 
Executive when they seek to work at/from home.  

• In the case of the Chief Executive, approval to work at/from 
home must be gained from Members.  

 
Contracted home working will only be considered where: 
 

• An employee is able to complete tasks on a regular basis either at 
home or in the office 



 

 

• The job does not involve a high degree of personal interaction with 
colleagues 

• The employee is willing and able to attend the Council’s offices for 
essential interaction with colleagues, management meetings/team 
meetings or development courses as required. 

 
3.3 There are also a number of circumstances where temporary home 

working is particularly appropriate such as where an employee: 
 

• Has a backlog of administrative tasks 

• Needs uninterrupted ‘quiet time’ to undertake research or write 
complex papers 

• Has a specific job which can be undertaken at home 

• Hasclarity around what will be accomplished 

• As a result of a short term restriction on mobility 
 
3.4 No more than one application a year for regular, contracted working 

can be made.  Each year runs from the date when the application is 
made.   

 
 
4. Application Procedure - by the individual 
 
4.1 The policy recognises that employees have the right to request at/from 

home working.  The process can take up to 14 weeks to complete 
especially when the home working requested is to be on a regular, 
contracted basis.  

 
4.2 If an employee wants to apply to work at home, he/she should make the 

request in writing to their Service Manager on the enclosed proforma in 
Appendix 1 of the Employee Guidelines. The written application for 
at/from home working must state the date when the employee would like 
the home working arrangement to start.  

 
4.3 The Service Manager in consultation with the employee’s line manager 

must hold a meeting with the employee to consider the request within 28 
days after the date the application is received.    

 
4.4 The employee can be accompanied by a companion e.g. a colleague or 

Trade Union representative at the meeting if they wish.  If the companion 
is unable to attend the meeting, the employee should rearrange the 
meeting for a date within seven calendar days of the originally proposed 
time, ensuring the new time is convenient to all parties.  

 
4.5 The Service Manager in consultation with the line manager must write to 

the employee informing them of the decision within 7 calendar days of 
the meeting.  

 
4.6 In all cases, the Service Manager and line manager will need to consider 

the following factors very carefully, (although this list is not exhaustive 



 

 

and their may be additional factors unique to a particular employee’s 
post and circumstances) 

 

• business/service needs.  
 

• whether the job is suitable for home working taking into account the 
nature of the work the employee has done. 

 

• whether the employee is likely to be effective as a home worker.  
 

• what impact home working might have on the efficiency of the 
office, section, area of work and overall service. 

 

• The implications for immediate colleagues, including, if applicable, 
people who are managed by the prospective home worker.  

 

• What new arrangements must be implemented and any related 
costs, to ensure effective communication between the home worker 
and Council workplace.  

 

• How the employee will be managed, supervised and supported 
while undertaking at/from home working. 

 
4.7 Any application to homework will be approved on a trial basis of three 

months, and each trial will be evaluated by the Service Manager in 
consultation with the line manager and the employee, in order to 
accurately and fairly assess its success.  During this three month 
period, there will be regular reviews at four, eight and twelve weeks 
with any areas of concern by either management or the employee 
raised with an action plan then agreed to deal with these. 

 
4.8 Following a trial period of at/from home working, any request that is 

made and accepted for home working will be on a contracted basis as 
a regular feature of employment and will be a permanent change to the 
employee’s contractual terms and conditions.  .      

 
4.9 The employee has no automatic right to revert back to the previous 

working base/pattern. Where the circumstances of the employee may 
have significantly changed from when they originally commenced 
home working and it is clear that it is unreasonable for home 
working to continue a meeting will be arranged with the Service 
Manager to discuss the issues involved and how to facilitate a return 
to work at Council accommodation.  

 

4.10 Management may also review home working arrangements with regard 
to the needs of the service when these have changed from the time the 
home working request was originally approved.  If an employee is 
required to revert to their original work place they will incur their own 
to/from work cost and consequently have no entitlement to claim 



 

 

excess travel cost.  This is in accordance with National Conditions of 
Service. 

 
5. When the Council makes an at/from home working request of the 

employee   
 
5.1 There will be times when it is beneficial for the Council for 

business/service reasons to request individual employees or groups of 
employees within a particular service area work at/from home on an 
occasional or permanent basis. Where a manager has identified a 
business case for at/from home working in a particular service 
area, they should assess which employees need to be involved in 
discussions to facilitate home working and then invite applications 
in writing from this individual or group.   

 
5.2 When the manager receives replies to the proposed home working 

arrangements, they will assess these in line with business need 
and the additional factors to be considered as stated in section 4.6 
of the policy.  It is extremely important that every regard must also 
be made to the Council’s Equalities policy to ensure fair selection 
of employees for home working with HR advice being sought as 
appropriate.      

 
5.3 The Service Manager will invite in writing the employee(s) and his/her 

companion/representative to a meeting within 28 days to discuss the 
possibility of home working, and what arrangements would be 
implemented to facilitate this.  The procedure for this meeting 
remains as stated in section 4.4. 

 
5.4 Following the meeting, the Service Manager must write to the 

employee(s) within 7 calendar days confirming the home working 
proposals and requesting a formal response of the employee(s) to 
these.   If the employee(s) accepts the proposed home working 
arrangements they will commence working at/from home on a trial basis 
of three months on a mutually agreed date.  The trial will be evaluated 
as stated in paragraph 4.7 and if successful for both the Council and the 
employee(s) the appropriate changes will be made to the employee’s 
contract by the Human Resources and Payroll Section.    

 
5.5 If the employee does not wish to work at/from home they should confirm 

this in writing with no requirement to give reasons for their refusal 
of the home working proposals.   

 
 
6. Terms and Conditions of employment for at/from home working  
 
6.1 If the request for home working is approved, employees will be subject 

to the same performance measures, processes and objectives that 
apply to office based employees.   Details of work undertaken at home 



 

 

should be reported on a Home working Time Sheet (see Appendix 2 of 
the employee guidelines).   

 
6.2 Line managers must agree working hours and patterns, contact times 

and availability with the employee in advance.  Any variation of the 
agreed working pattern must also be agreed with the line manager. If 
any employee has any concerns with their working arrangements, they 
must bring the matter to the attention of their line manager without 
delay. 

 
6.3 Line Managers in consultation with Human Resources must ensure that 

revised contract documentation is issued as necessary where regular 
at/from home working is involved.  

 
6.4 The Council reserves the right to withdraw home working from an 

employee, subject to contractual notice to vary terms and conditions, 
(see 4.10 in relation to excess travel).  However, where there are 
performance management/capability issues the Council has the right to 
immediately withdraw home working without notice to enable the 
employee to be more closely supervised.   

  
6.5 Pay and benefits are not affected on the basis that the full-time hours 

for the post are worked.  Part time employees will be entitled to salary 
and other benefits on a pro-rata basis.   

 
6.6 If any employee has any concerns (e.g. health and safety, performance 

management or learning and development) with their at/from home 
working arrangements, they must bring these to the attention of their 
manager without delay. 

 
7.  Appeal Process 
 
7.1 If the request for home working by the employee is declined by the 

Service Manager the employee has the right of appeal as follows: 
 

a) An employee must make their appeal in writing within  10 working 
days of the date they receive written notice that their request has 
been rejected to the Director.  The appeal should set out the 
grounds for making the appeal. 
These include:  
 

• The home working procedure has been wrongly 
applied 

• The decision that has been reached has been based 
on incomplete information 

• There has been a lack of consistency when 
comparable posts have been approved as being 
suitable for home working.   

 
     b) The appeal will be heard by the Director.  



 

 

 
c) An appeal meeting will be arranged to take place within 14 days 

of the Director receiving notice of the appeal. 
 

d) The employee can be accompanied. 
 

e) The employee will be informed of the outcome of the appeal in 
writing within 5 working days of the date of the meeting.  

 
f) If the appeal is upheld, the written decision must include a 

description of the new home working arrangement and indicate 
the start date.  

 
g) Any extension to the time limits specified for both an application 

to work at/from home or to appeal against a decision to refuse 
home working can only be made through agreement of both 
parties   

 
h) This is the final stage of Appeal regarding at/from home working. 

 
8. Operational Considerations 
 
8.1 Equipment 

 
The Council, after consultation with the ICT section, will supply 
equipment needed to enable an employee to work effectively at or 
from home where this will be undertaken on a regular, contracted 
basis. The equipment required will vary from case to case but may 
include such items as:  
 

• A mobile phone for official work purposes or soft phone software 
program (which can be installed on a computer which when connected 
to the Council’s network acts as a working extension on the telephone 
network)  in order for a detailed record of official calls to be kept 

• Relevant IT equipment including PC, laptops, printer/fax 

• Furniture including desk, chair, lockable drawers  

 
Final decisions on what is needed will be made by the Service Manager 
and Line Manager after consultation with the ICT section and the 
employee.  
 
Where Council equipment is used, employees must take reasonable 
care of the equipment and use it only as directed in the ICT acceptable 
use policyand in accordance with any operating instructions. Repairs to 
Council provided IT equipment will be undertaken at Council premises 
and not in the home of the employee.  All repairs will be arranged 
through the ICT section as will software support. 
 

ICT equipment provided by the Council cannot be used for personal use. 



 

 

 
Work usage must comply with the Council’s acceptable use policy as 
applied to office workers. 
 
All usage of the hardware, software and internet should be undertaken in 
line with the Councils policies on email, internet and acceptable use.  
 
 
Internet usage should be conducted through the equipment provided by 
the Council’s ICT section.   
No allowance will be paid in respect of heating and lighting, as home 
working will provide considerable benefits to employees by reducing 
travel time and costs as well as work life balance benefits.  

 
8.2 Personal Equipment 
  

Employees must have their Line Manager’s written agreement before 
any personal item of office/ ICT equipment is used.  The Council is not 
responsible for the maintenance costs, replacement, or repair in the 
event of loss or damage to any personal equipment that is used.   
 

8.3 Insurance  
 

 Working at or from home may affect the home and contents insurance 
policies of the householder.  Employees must inform their insurers before 
commencing home working.  This does not usually result in a premium.  
The Council will not reimburse any increase in premium should this 
occur. 
 

8.4 Employers Liability 
 
 Employees working at home are covered by the Council’s Employer’s 

Liability Policy, which provides cover if the Council is proved to be 
negligent.   In the event of accident or injury at home, it may, however, 
be very difficult to prove negligence on the part of the Council because 
an officer working at/from home would be primarily responsible for 
his/her own working environment.  Any accidents must be reported 
immediately to his/her line manager. 

 
8.5 Public Liability 
 

Although covered by the Council’s Employer’s Liability Policy employees 
working at or from home are advised to ensure their home contents 
policy has public liability cover for at least £2 million.  This is a standard 
clause in most home insurance policies.  If an employee does not have 
such cover then his/her manager should seek appropriate advice from 
their home insurance provider. 

 
8.6 Mileage Claims 
 



 

 

During home working, mileage will be payable on business journeys from 
home to work site subject to this not exceeding the mileage which would 
have been incurred to these sites from the normal office base. It will be 
necessary for the manager and the employee to agree the detail of this 
in each individual case.  Mileage will be paid to those employees who 
work at/from home on a regular, contracted basis when they are required 
to attend meetings or progress work at one of the main Council sites.  
 
All arrangements must comply with the Car Allowance Scheme.   
 

8.7 Reduced office/work based cover/Emergency Planning  
 

In the event of staff sickness and reduced office/service cover or in 
the event of an emergency planning matter, managers may request 
at/from home workers to attend work to assist at this time.  Such an 
arrangement would be as a temporary measure through mutual 
agreement.   
 

9. Health and Safety 

Employees working at or from home have the same duties under the 
Health and Safety at Work Act as all other employees.  They must take 
reasonable care of their own health and safety and that of anyone else 
who might be affected by their actions and omissions.  The Council 
retains the right to check the employee’s work areas in their own homes 
for Health and Safety purposes.  

Guidance on what is suitable accommodation for work purposes will be 
provided by the Health and Safety Advisor.  
 

 The employee’s line manager will actively seek confirmation of safe 
working practice by communicating regularly and effectively about 
Health and Safety issues.  A Home Workplace Risk Assessment will 
need to be completed in all circumstances by the employee’s line 
manager before working at home can be agreed. (See Appendix 1 of the 
management guidelines).  
 

 
10. Data Protection and Security 
 
 Private and confidential material must be kept secure at all times and in 

accordance with IT policy and procedure and legislative requirements 
e.g. the Data Protection Act.  

  
 The Councils data protection policy applies to all employees regardless 

of the workplace location.  Any breach of this policy may result in 
disciplinary action being taken where employees have been involved 
with unauthorised or unlawful processing of personal data or destruction 
of, or damage to, personal data.   

 



 

 

Officers will be deemed responsible for all electronic actions under their 
log in.   Following appropriate training from a member of the ICT 
section/Data Protection Officer employees should ensure that they read 
and sign the relevant form (see Appendix 4 of the employee guidelines) 
indicating that they fully understand the Council’s data protection policy 
and its implications before commencing at/from home working. 

 
 Line managers must be satisfied that all reasonable precautions are 
taken to maintain confidentiality of material.   

 
11. Ad hoc home working 
  

Any employee who works at or from home on an ad hoc basis will not be 
subject to full application process as above but will need agreement from 
their line manager to undertake home working prior to undertaking any 
work at or from home. 
 
The employee should also note that sections 6.1, 6.2, 8.1-8.7, 9 and 10 
of the above policy will apply to ad hoc home workers. 
 
Occasional at/from home workers will not usually be supplied with 
permanent telecoms links or other equipment but may be given access 
to ‘dial in’ using a laptop if appropriate.   If occasional home workers use 
their home telephone for official purposes, a detailed record based on an 
itemised phone bill must be kept for reimbursement purposes.   
 
Where Council equipment is used, employees must take reasonable 
care of the equipment and use it only as directed in the ICT acceptable 
use policy and in accordance with any operating instructions. Repairs to 
Council provided IT equipment will be undertaken at Council premises 
and not in the home of the employee.  All repairs will be arranged 
through the ICT section as will software support. 
 

ICT equipment provided by the Council cannot be used for personal use. 
 
Any usage for work purposes must comply with the Council’s acceptable 
use policy as applied to office workers. 
 
All usage of the hardware, software and internet should be undertaken in 
line with the Councils policies on email, internet and acceptable use.  
 
Internet usage should be conducted through the equipment provided by 
the Council’s ICT section where available.   
 
No allowance will be paid in respect of heating and lighting, as home 
working will provide considerable benefits to employees by reducing 
travel time and costs as well as work life balance benefits.  
 

 
 


