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NAVCA REMOTE WORKING POLICY & CODE OF PRACTICE

This policy has been adapted from the policy adopted by ACRE which was ‘approved’ by the Telecottage Association. We could work towards similar approval.

While it is generally assumed that most posts at NAVCA will continue to be based at the NAVCA offices, the NAVCA Senior Management Team will consider each post prior to advertising, and may refer to Trustee Board if required, as to whether it is potentially suitable for remote working as set out within this policy and code of practice. The primary factor for any decision will be the suitability for NAVCA as an organisation. Any post which is located remotely will fall within this policy and guidelines.  The base for a post is reflected in the terms and conditions issued to all employees.

Definition of Remote Working

· Where an employee has their home as their office base

· Where an employee has an office hosted in another organisation but where little or no support is offered by the host organisation.  In this and other hosting arrangements a hosting or partnership agreement will also need to apply.

Note: - this policy does not apply to employees who from time to time negotiate with their line manager to work from home, even where this is on a regular basis.

Attributes & Skills for Remote Working

The following attributes & skills may be particularly relevant for remote working:

· decision making and problem solving skills

· time management skills

· self discipline

· communication skills

· ability to cope with reduced social contact

· independence and self-reliance

· self-motivation

These attributes & skills will be included in the person specification for a remote working post.

Line Manager

Where a remote working arrangement is proposed the suitability of the remote worker’s line manager will also be considered, having regard to the need for skills in distance managing. Appropriate training and support will be given where necessary.

Supervision and appraisal to be as defined in the Supervision and Appraisal policies.

Privacy

Any issues regarding the remote workers privacy at home will be clarified at the outset. Details regarding home visits for health & safety inspections, computer maintenance and supervision, including details on prior notice for such visits will be agreed.

Domestic arrangements

The same levels of flexibility will apply to a remote worker as to all other staff in respect of caring and other domestic responsibilities. (See Terms and Conditions and Statement of Values etc.)  However, remote workers must ensure that they are able to work at home during agreed working hours and that they will not be distracted from this by other responsibilities such as caring.  Hours of work should be recorded on time sheets in exactly the same way as for other NAVCA staff and flexibility should be negotiated with the line manager.

Communications structures

Effective communication is vital to successful remote working. The following guidelines will help to ensure the remote worker feels part of the organisation:

	Core contact times
	· Diary dates e-mailed in advance to line manager weekly and updated if changed

· Frequent or daily telephone contact/e-mail with line manager as agreed

	Personal contact
	· Attendance at NAVCA away days

· At least monthly visits to NAVCA’s main office base or as otherwise negotiated with the line manager

· Regular meetings with other staff – both at NAVCA base or elsewhere

· Involvement in & attendance at NAVCA Board & meetings as required

	Internal communications
	· All internal NAVCA documents to be circulated to remote workers

	Access to technical support
	· Use of NAVCA internal IT support

· NAVCA to provide or pay for technical support from computer company

	Monitoring of work performance
	· Regular support & supervision sessions with line manager as defined in NAVCA’s current policy

· Annual Appraisal


Reporting procedures:

· Daily or frequent telephone/e-mail contact with line manager as agreed

· Attendance at supervision with line manager

· Attendance at team meetings if applicable

· Reports to be produced for each support & supervision session

· Written reports as required

Home office arrangements

	Technical requirements
	· Adequate electrical & telephone sockets

	Provision of equipment
	· NAVCA will make provision for appropriate computer, fax if appropriate and telephone equipment, including an extra line

· NAVCA will provide this equipment 

	Provision of furniture
	· Where furniture such as a suitable chair, filing cabinets, computer station etc are needed NAVCA will authorise a budget

	Ownership of equipment/furniture
	· Where new computer equipment/furniture has been purchased through an NAVCA budget these items will belong to NAVCA
· If a remote worker leaves NAVCA’s employ the equipment will be collected by NAVCA
· At the end of employment a discussion will take place over the return or disposal of equipment

· Any IT equipment will be written off after a 3 year period and the employee may, if they wish, negotiate purchase of equipment when they leave NAVCA’s employment otherwise it must be returned to NAVCA

	Personal use of equipment
	· NAVCA policy on the use of NAVCA equipment for personal use will apply

	Maintenance/prevention of misuse
	· The remote worker is expected to take reasonable care of all equipment belonging to NAVCA and notify NAVCA if maintenance is needed

· NAVCA undertake to ensure equipment is annually inspected

· Where possible the remote worker will be asked to bring the equipment to the NAVCA base

	Health & Safety
	· NAVCA will provide information on Health & Safety - Homeworking; RIDDOR and a basic First Aid manual

· Remote workers must undertake a Risk Assessment of their work space in compliance with Health & Safety law

· NAVCA management have the right to visit the remote workers home in order to carry out Health & Safety inspections. This will be by prior arrangement

· NAVCA will ensure annual electrical inspections of equipment, to be arranged by the remote worker

· Smoke alarms to be fitted in home

· Any accidents in the course of work to be reported to NAVCA main office & recorded in accident book



	Expenses & travel

N.B.  payment pro-rata for part time staff
	· Telephone costs will be covered by NAVCA through the payment of line rental for the ICT access

· A payment of £200 will be made in two half yearly instalments to contribute to extra costs of remote working e.g. heat, electricity

· Expenses will be paid for all work related travel from home to destination and back

· All staff must comply with NAVCA’s expenses policy

	Insurance
	· NAVCA will extend its Employer and Public Liability insurance to cover home bases

· NAVCA will extend its contents insurance to cover home based offices


Training

In line with NAVCA’s appraisal policy (draft) each member of staff will have a personal training plan which will be reviewed annually at appraisal.

Training needs will also be addressed at supervision sessions.

Remote working specific training needs may include:

· computer/IT skills

· self management skills such as time management, project management, priority setting, self motivation, goal setting, monitoring progress

· coping with isolation

· health & safety training e.g. risk assessment

Security/confidentiality arrangements

	Computer virus checking
	· NAVCA will install virus alert software and instructions will be issued on how this must be updated

· All discs etc to be virus checked before opening/running

	Data backup
	· All data must be backed up in line with training provided

· NAVCA will train the remote worker and the remote worker must carry this out

· Data backup of all documents to be ‘sent’ to NAVCA main office 

	Security
	· ICT security is critical especially in a networked system

· Passwords  must be protected and must not be used by others outside the organisation

· Access to NAVCA central files should not be given to non-employees – for example, when working in a shared external office the remote worker should log off when going for lunch.

	Confidentiality
	· All staff are covered by NAVCA’s Confidentiality Policy

	Data Protection Act
	· All staff must comply with Data Protection Act


Terms & Conditions of Employment

This Remote Working Policy & Code of Practice is to be read in conjunction with NAVCA Terms & Conditions of employment and Statement of Values.

All staff, volunteers and Trustees must comply with NAVCA policies.

Where it is found that an employee is abusing the conditions of remote working disciplinary proceedings will be started.

Monitoring & review process

NAVCA will monitor the suitability of remote working through supervision, annual appraisal procedures and feedback from stakeholders and project users.

This Policy will be reviewed by the Management Team, and the Trustee Board if appropriate, at the end of 2003 and thereafter every 2 years.

December 2002

NAVCA REMOTE WORKING AGREEMENT

Name:

Address at which the remote working will mostly be performed:

Telephone number:

Fax number:

Mobile number:

Job title (Including Project title):

Hours of work

	Weekly hours
	35

	Core hours
	10.00am - 4.00pm

	Time off in lieu (TOIL)
	Hours above 35 hours per week, to a limit of 35 hrs pro-rata. TOIL hours to be used within 2 weeks unless by arrangement with line manager.

	Recording of work hours
	Weekly diary sheets to be filled in and signed by line manager


Statement

· I have read and understood the policy on remote working and agree to a remote working arrangement.

· I have agreed that a health & safety risk assessment will be required on the proposed workplace for remote working.

· I will operate in accordance with NAVCA’s Health & Safety policy.

· I have informed my mortgage/insurance company that I intent to use my home for business purposes.

· I understand that remote working is not a substitute for making appropriate domestic arrangements for care.
· I understand that the remote working arrangement does not affect my status as an employee.
· I understand the arrangements for the return of equipment to NAVCA when I leave the job.
Signed (employee)


Date:

Signed (NAVCA)

Date: 
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