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LEICESTERSHIRE FIRE AND RESCUE SERVICE
POLICY AND PROCEDURE
INTRODUCTION
1

The purpose of the Home Working Policy is to provide a procedure to
support working at or from home where this is appropriate. (This policy is
not intended to cover flexible duty working).

2

Home Working is defined as carrying out work that would previously have
been carried out at the normal workplace.

3

Home Working may be arranged on an occasional or longer term regular
basis; although it is expected that the majority of Home Working will be on
an occasional basis. There is no automatic right to Home Working.

4

There are occasions when the Service may want to encourage Home
Working as a way of delivering service efficiencies. In this case full
consultation will take place with the aim of reaching agreement on a
contractual change for the employee.

CIRCUMSTANCES IN WHICH HOME WORKING MAY BE CONSIDERED
5

Consideration of the introduction of any form of Home Working may be
initiated either by management or by a request by an individual employee
as follows:

MANAGEMENT INITIATED





where potential for Home Working to improve service provision is
identified;
where potential for efficiency gains, for example increased productivity
is identified and Home Working would not be detrimental to service
provision;
where environmental or personal benefits are identified and Home
Working would not be detrimental to service provision;
where Occupational Health have recommended homeworking as part
of modified duties.
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EMPLOYEE INITIATED



as a reasonable adjustment to facilitate the employment of a disabled
person;
where requested by an individual employee.

DECISION MAKING PROCESS
6

In both of the above cases consideration will be given to all relevant
factors in deciding whether Home Working can be agreed including:










7

the nature of the job;
the potential impact (positive or negative) on service provision, the
individual’s performance and on other employees, for example
workloads;
the ability for the employee to work with minimum supervision and to
agreed deadlines;
the cost of providing the necessary equipment and other cost
implications;
the suitability of the employee to work from home;
the reason for the request;
any environmental benefits;
the suitability of the employee’s home in terms of adequacy of the
workspace and health and safety considerations;
the employee not having dependent care responsibilities during their
working hours. However, if the Home Worker does have childcare or
other care responsibilities, it must be ensured that care arrangements
are made for the hours an employee works, even if that work is
undertaken at home.

In assessing whether Home Working should be agreed on either an
occasional or regular basis the line manager should complete the Guide to
Support the Decision Making document found in Appendix 1 and consider
the employees suitability for Home Working by going through Appendix 2.
Once completed, whether Home Working is approved or not, this should
be returned to Human Resources for reference on the individuals PRF. A
Health & Safety Risk Assessment should also be completed before Home
Working is agreed (see section 29 and Appendix 4).
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OCCASIONAL HOME WORKING

DEFINITION OF OCCASIONAL HOME WORKING
8

Occasional Home Working is defined as one-off periods up to approximately 2
days per week on average.

MANAGEMENT OF OCCASIONAL HOME WORKING
9

Where occasional Home Working is implemented the appropriate
management arrangements need to be made. The extent to which these
vary from normal arrangements will depend on the frequency of Home
Working and/or the nature of the job but the arrangements may need to
cover:



performance monitoring
be subject to output and quality measures

10

The Home Worker must be contactable at home by telephone during the
hours of work.

11

The manager should also ensure that the employee follows the Absence
Management procedure, if they are absent from work for any reason.
Refer to Service Procedures Human Resources – Absence Management.

12

The appropriate recording procedures for the taking of leave should also
apply in the same way.

13

Employees who wish to be considered for occasional Home Working
should discuss this with their line manager.

14

The line manager should liaise with the appropriate Area Manager.

15

Approval for occasional Home Working should be authorised by the
appropriate Area Manager.

16

Each occasion of Home Working must be agreed with the line manager in
advance.
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REGULAR HOME WORKING

DEFINITION OF REGULAR HOME WORKING
17

Regular Home Working is defined as approximately 2 – 3 days per week or
more.

MANAGEMENT OF REGULAR HOME WORKING
18

Where regular Home Working is implemented the appropriate management
arrangements need to be made and documented. The extent to which
these vary from normal arrangements will depend on the nature of the job
but the arrangements may need to cover:




performance monitoring
one-to-one meetings, including Performance and Development
Reviews, team meetings and
be subject to output and quality measures

19

Where the regular Home Working period continues for longer than one
week, where practicable there should be a weekly meeting between the
manager and the employee where the timesheet and record of work
should be reviewed.

20

The home worker must be contactable at home by telephone during the
hours of work.

21

The manager should also ensure that the employee follows the Absence
Management procedure, if they are absent from work for any reason.
Refer to Service Procedures Human Resources – Absence Management.

22

The appropriate recording procedures for the taking of leave should also
apply in the same way.

PROCEDURE
23

Employees who wish to be considered for regular Home Working should
contact their line manager in the first instance using the appropriate form
(Appendix 3).

24

The line manager should liaise with the appropriate Area Manager.

25

Approval for regular Home Working should be authorised by the
appropriate Area Manager.
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26

Regular Home Working will be subject to a six month trial period.

27

If the trial period is not successful appropriate notice to revert to full time
office-based working will be given.

28

Where a request to work from home is not agreed, the employee will be
provided with reasons in writing.

29

Where a personal change of circumstances means Home Working is no
longer sustainable then the Service will review the continuation of this
contractual change.

GENERAL CONDITIONS
HEALTH & SAFETY
30

The duty of care placed on the employer and employee, as set out in the
Health and Safety at Work etc. Act 1974 and the Management of Health
and Safety at Work Regulations 1999, applies equally to all forms of Home
Working. A risk assessment of the work area will therefore be necessary
and this should be carried out by their line manager or another suitably
qualified person (see appendix 4). Once this has been completed it should
be passed to the Health and Safety Department and if there is equipment
required by the employee, so far as is reasonably practicable, the Service
will provide this to the individual. This risk assessment should be carried
out before it is agreed for the individual to carry out Home Working. If
agreed the risk assessment should be reviewed on an annual basis again
by the line manager or a suitably qualified person. A copy of the Task
Based Risk Assessment form can also be found on SharePoint using the
following link http://lfrs/Operational/hs/Pages/TBRA.aspx

31

In addition, a Home Working – Self Assessment should be carried out by
the employee and their line manager (see appendix 5). Once this has
been completed, one copy should be given to the individual and another
should be placed on the individual’s personal record file. A copy of the
Home Working – Self Assessment Checklist can also be found on
SharePoint
using
the
following
linkhttp://lfrs/Operational/hs/Pages/TBRA.aspx.

32

The manager should also ensure that the employee complies with the
Working Time Regulations.
Refer to Service Procedure Human
Resources Working Time Management and Working Time Management
Guidance for Managers.
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PROVISION OF EQUIPMENT AND MATERIALS
33

The Service may provide reasonable equipment and materials appropriate
to the frequency and nature of the Home Working and the nature of the
job. Equipment and materials provided remain the property of the Fire
Service and are provided solely for business use.

When an employee leaves the organisation/department or there is a
change in role, they must return any equipment that has been provided to
them otherwise they will be faced with a tax liability for the original
purchase price of the equipment they have not returned. A list of items
provided by the Service will be kept by the line manager and up dated as
necessary.
SECURITY AND CONFIDENTIALITY
34

Employees must ensure the security of equipment and materials provided
and the security and confidentiality of:



papers in their possession; appropriate storage and confidential waste
facilities will be provided if necessary; and
information stored electronically and also to comply with the Data
Protection Act.

35

The employee must also ensure that members of their household do not
have access to papers and electronic information.

36

Line managers must ensure that employees wishing to Home Work are
familiar with and are able to comply with the Service Procedures relating
to Information Security– See SharePoint.

IT SECURITY
37

The employee undertaking Home Working must also ensure that any
laptops that have been provided by the Service are kept in a secure place
and that the information stored within it is kept confidential.

38

It is also the responsibility of the department who is loaning a laptop to an
employee who is undertaking Home Working to ensure that it does not
contain confidential information within it.

HOURS OF WORK
39

Working hours/times will be the subject of agreement between each
employee working at home and the manager.
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40

In particular it is recognised that the facility to work outside of the
‘standard hours’/the flexi time bandwidth may be beneficial. Where a
flexible working arrangement is in place, the principles of the Flexible
Working Hours Scheme will apply regarding settlement period, carry
forward of credit/debit and flexi leave.

TRAINING
41

Appropriate training will be provided, including training in the use of
equipment provided specifically for Home Working purposes to employees
working at home, their managers and other colleagues as appropriate.

42

Home Working staff will also have the same access to induction, training
and career development opportunities as other staff and will be subject to
the annual appraisal process. Appropriate technical and refresher training
must also be undertaken as and when management deem appropriate.

CONDITIONS OF SERVICE
43

Employees working from home will retain their same terms and conditions
of employment and will be subject to the same standards of behaviour as
outlined in their Contract and Conditions of Employment.

44

Employees working from home on a regular basis will have their base of
work for the purpose of travel and subsistence as home. Therefore all
mileage undertaken in their private vehicles will be calculated from their
home as their base.

HOME WORKING ALLOWANCE
45

Employees working from home on a regular basis will receive an
allowance of £18 per month to cover for small incidental costs incurred in
the home (i.e. heating, lighting, electricity for equipment). This will be tax
free and paid into their monthly salary. For those that work at home only
part of the week this allowance will be paid on a pro-rata basis.

TAX LIABILITY
46

There is no tax liability for the employee undertaking Home Working where
their base of work becomes their home.
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47

Her Majesty’s Revenue and Customs guidance advises that if a contracted
homeworker sells their principal private residence whilst Home Working
they will not be liable to pay Capital Gains Tax on a percentage of the
profit made from the sale as long as part of their property is not used
exclusively for their home working duties.

48

The tax implications for any vehicle provided by the Service will be made
clear to the employee before any Home Working contract is entered into.
This will be in line with Service procedures.

INSURANCE
49

The Service’s employer’s liability insurance covers employees working
from home. Failure to follow the relevant health and safety guidelines
regarding the use of equipment etc. however may jeopardise any claim
against the Service. The employee should inform their own Household
insurers (Buildings/ Contents) that they work from home as some insurers
may impose additional terms on the policy.

MORTGAGES, RENT AND COUNCIL TAX
50

Employees will need to advise their mortgage lender or landlord if they are
working from home on a regular basis. It is important to check that this
does not contravene any tenancy or mortgage agreement. Employees
should also check any potential Council Tax liability with their local District
or Unitary Council.
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APPENDIX 1
GUIDE TO SUPPORT DECISION MAKING

To be completed by line managers to assist in decision making
THE WORK
COMMENTS:
1. Is the work self-contained/how much
of it can be carried out away from the
office?
2. Is the work measurable? (e.g. report
writing/project work)
3. Can the work be carried out without
frequent supervision and checking?
4. Does the work require
supervision/management of other?
Can this be carries out effectively
with a homeworking arrangement?
5. Is there little need/dependence on
large numbers of paper files or other
work based records/equipment
which cannot be accessed from
other locations?
6. Is a high proportion of time already
spent away from the office on
outside visits?
7. What category of home worker
would the employee be i.e.
occasional or regular?
THE LOCATION
8. Does the home where the work will
be carried out meet health and
safety requirements?
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9. Is the home environment conducive
to work and not subject to frequent/
interruptions/distractions/noises?
10. Is there enough space to work
comfortably?
11. Is there adequate storage to
maintain confidentiality and ensure
security of Service property?
THE TEAM
12. Is the employee flexible so that
team/service needs can be met?
This might include working from the
team location rather than home to
cover absence of other colleagues
at short notice?

COMMENTS:

13. Is the employee willing to coordinate
their time to ensure that team links
are maintained?
14. If the employee manages others
have they considered their
supervision and management
responsibilities? The impact of
home working on their team?
15. What will the effect of this proposed
home working pattern be on the rest
of the team? Has it been discussed
with them? Are there any issues to
be resolved?
16. Has consideration been given to
how the pattern of working will
impact on appropriate and fair cover
in the office? E.g.
telephones/visitors
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THE PERSON
17. Is the employee able to be selfmotivated and self-disciplined?

COMMENTS:

18. Is the employee covered by the
Disability Discrimination Act and is
home working considered to be a
reasonable adjustment?
19. Are they able to work with minimal
direct supervision?
20. If they manage or supervise others,
are they able to do this on a home
working arrangement?
21. Can outputs be maintained if the
proposed new home working
pattern is agreed?
22. Are measures in place to ensure
that regular contact is maintained
with the employee, including
meetings?
23. Is an employee applying under the
statutory right to request flexible
working?
(See flexible working policy)
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APPENDIX 2
SUITABILITY FOR HOME WORKING
You need to be satisfied that the employee has the appropriate skills and attitude
to make home working successful. Consider the following:


Ability to work independently with minimum supervision.



Ability to cope with minimal face to face intervention.



Level of relevant knowledge/skill



Ability to communicate – knowing when and how to raise problems.



Ability to communicate with the team.



Ability to set own goals and priorities and work on own initiative.



If managing others, ability to set goals and priorities of others, manage
appropriately and supervise delivery of service.



Productivity and reliability.



Time management skills – can the employee schedule their work so as to
deliver on time, manage others as appropriate, and avoid becoming a
workaholic.



Ability to balance work and domestic responsibilities.



Home working environment, is it secure and free from interruptions.



Ability to take on greater personal responsibility.



Levels of self-discipline and self-motivation.
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APPENDIX 3
APPLICATION FORM FOR REGULAR
HOMEWORKING
Please complete this form and send it to your line manager.
NAME
EMPLOYEE NUMBER
JOB TITLE
PLACE OF WORK
DATE OF APPLICATION
I’d like to apply to work from home on a regular basis:
__________
No. of Day(s)
(state reasons)

_______________________________
Date(s)

Signature: ____________________
*I approve/*I do not approve.
Line Manager’s comments:
________________________________________________________________________________
________________________________________________________________________________
_________________________________________________________________________
*Delete where appropriate
Line Manager:________________
Print Name

Line Manager: ________________ Date: ____________
Signature

*I approve/*I do not approve.
*Area Manager’s comments:
________________________________________________________________________________
________________________________________________________________________________
_________________________________________________________________________
*Delete where appropriate
Area Manager:________________ Area Manager: ________________
Print Name
Signature
Date: _______________
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APPENDIX 4
TASK BASED RISK ASSESSMENT TEMPLATE
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APPENDIX 5
HOME WORKING – SELF ASSESSMENT
CHECKLIST
The purpose of this self-assessment checklist is to aid the manager in determining the risk potential to an employee that is
being considered for home working activities without having to visit the premises.
It is considered adequate for the
homeowner to undertake a review of the environment and complete the checklist that should then be returned to the
manager for further discussion. Once compete this can be used to assist the manager in completing the TBRA for
homeworking activities that can be found on SharePoint. Note: If there is any doubt as to the accuracy of the information
provided or significant risk identified in the risk assessment then a home visit may still be required.
Name Employee:

Date:

Address:

Department:

1

Display Screen Equipment

Yes

No

1:1

Has employee been allocated DSE risk
assessment for homeworking?

If “No” Manager to notify Health and Safety Section of
the details of person undertaking home working.
Arrangements will be made with person concerned to
undertake DSE self-assessment module. Any
concerns identified from the self-assessment should
be considered, and when required action taken before
homeworking commences.

1:2

Is homeworker aware of the Service
policy for provision for eye testing?

If eye testing has not been carried out in the past 3
years a referral should be made to OHU.

FIRST ISSUED (TRANSFERRED TO SHAREPOINT) 18
JULY 2013

(To be completed by manager)

HUMAN RESOURCES
HOMEWORKING

WARNING – If you are viewing a printed copy of this document it may not be current.
Refer to SharePoint for the latest version.

2

Electrical Equipment
(issued by the Service)

Yes

2:1

Any signs of frayed cables or cable
connections on electrical equipment?

Remove from use until repaired or replacement
provided.

2.2

Any evidence of discolouration on
electrical plugs or sockets indicating
overheating?

If yes do not use until checked by competent
electrician.

2:3

Any visible signs of cracked electrical
plug casings of the socket?

If yes do not use until checked and repaired by
competent electrician.

3

Fire

3:1

Is there a smoke alarm fitted?

Recommend smoke alarm is fitted.

3:2

Are waste materials regularly disposed
of?

Area should be clutter free and provision for disposal
of waste materials.

3:3

Are exit routes free from obstruction?

Clear obstructed exit routes and maintain to this
standard.

3:4

Do you have an escape plan in the
event of fire?

Home owner to have identified a safe exit strategy
from the premises in case of emergency evacuation

Yes

No

Equipment issued by the Service should be checked
visually before use, and be within its portable
appliance test date.

No

.
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Yes

No

3:5

Is the work area kept tidy?

Ensure work area is free from obstruction and remove
any accumulation of flammable materials around
electrical sockets and plugs.

3:6

Do you have a suitable fire extinguisher
at hand and are you trained in its use?

If “NO” consider fire potential and if considered
significant provide appropriate extinguisher and
training in use.

4

Working Environment

4:1

Are walkways clear of trip hazards?

Check for trailing cables, loose floor coverings and
mats. When risk is identified home worker to ensure
remedial action is taken to eliminate risk.

4:2

Is the room temperature comfortable?

Working area to have suitable heating provision that
can be regulated by user.

4:3

Is there adequate ventilation of the
room?

Small workspaces should be adequately ventilated;
this can normally be achieved by natural ventilation.

4:4

Is the room adequately illuminated?

Lighting should be suitable and adequate for
homeworker to undertake DSE working or reading
without causing eye strain.

Yes

No
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5

Manual Handling

Yes

5:1

Do you need to carry out any lifting of
abnormal or heavy loads?

Consider if there is a requirement for carrying
equipment to and from work area i.e. files etc. Ensure
that loads are limited to reduce risk to homeworker.
May need to consider provision of mechanical aid for
transferring files.

5:2

Are you aware of the Service policy on
manual handling?

Employee should read and become familiar with the
requirements of the Service policy on manual
handling. Policy can be accessed electronically via
SharePoint.

6

Working Alone

6:1

If working alone for extended hours
have you made arrangements with your
line manager to maintain regular
contact?

Ensure arrangements are in place in accordance with
Service Lone Working Policy. Regular contact can
either be by telephone or electronic mail.

6:2

Do you have a mobile phone or
designated line to enable regular
contact to be maintained?

Consider provision of a mobile phone to maintain
contact.

7

Accidents and First Aid Provision

7:1

Do you have access to a first aid kit
from home?

Yes

Yes

No

No

No

FIRST ISSUED (TRANSFERRED TO SHAREPOINT) 21
JULY 2013

Consider risk potential for harm occurring and if
required manager to provide mobile first aid kit.

HUMAN RESOURCES
HOMEWORKING

WARNING – If you are viewing a printed copy of this document it may not be current.
Refer to SharePoint for the latest version.

Yes

No

(To be completed by manager)

7:2

Are you familiar with the Service
procedure for reporting safety events?

If “NO” manager should bring this to the attention of
the homeworker.

7:3

Do you have access at all times to
mobile phone or landline?

Consider provision of a mobile phone to maintain
contact.

8

Security

8:1

Can your property be secured when
working at home?

9

Other Concerns

Yes

No

Ensure precautions are taken when lone working to
ensure personal safety at all times.
Yes

No

Name Manager:
Signature:

Date:
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