[image: image1.png]NORTHUMBERIANO

COUNTY COUNCIL




(Employee Name)

(Payroll Number)

(Address)

Dear (employee) 

FORMAL HOMEWORKING AGREEMENT 
I am pleased to confirm that a formal Homeworking Agreement, as detailed in the County Council’s Homeworking Policy and related documents, has been approved. 
Please read this document carefully before returning one signed copy to (address).  If you have any queries about its contents please contact (details).
Contract of Employment

Your existing Terms and Conditions of Employment continue to apply, with the addition of the specific terms contained in this document and those of the Homeworking Policy.  Your continuity of service is unaffected by this agreement and remains unbroken.  The additional terms of this agreement shall take effect from (date).
Mobility

It has been agreed that your home working will take place at (address).  If you decide to move home you must advise your manager in writing of your intention at least three months before the date you move.  If the new location is not acceptable to the County Council this agreement may be terminated without notice.

Hours of Work 
Flexible working hours will apply in accordance with the terms of the County Council’s scheme under which you should agree a normal pattern of working with your line manager.  As a home worker you should also make yourself aware of and observe the Working Time Regulations and the County Council’s Working Time Guidelines. (Amend section as necessary)
Expenses

Travel

Normal arrangements apply.  The administrative centre for the purpose of claiming travel expenses will normally be (stipulate normal team base or what has been agreed).
Home as Office Allowance

A home as office allowance will be paid, currently £246 per annum and reviewed annually. This will cover costs such as heating, lighting and power, additional insurance premiums and other ongoing accommodation costs as a consequence of home working. The allowance will apply pro rata if you are not a full time home worker.

Telephone and Internet 

Business calls made on a private phone will be reimbursed upon receipt of a claim. Other costs, e.g. those arising from the installation of dedicated phone lines, will be met directly by the County Council.

Meeting clients
Teleworkers must not use their own homes for meetings with clients, or divulge their personal telephone number or address.  If attending meetings you must inform a relevant line manager of your itinerary and confirm safe return.

Leave, sickness and other absences

It is essential that you follow established procedures for booking leave, reporting sickness or injuries and agreeing other absences with your manager.  You should ensure that appropriate arrangements are put in place while you are not available to deal with correspondence, e-mail, deliveries etc.  You should also ensure that these arrangements are properly communicated to those who need to know. 
Consent to enter employees’ premises

You must give the County Council the right to access you domestic premises, subject to reasonable notice being given.  For example, you should expect to receive visitors for the purpose of: 

· inspecting the working arrangements to ensure that you may carry out your duties effectively; 

· assessing the suitability of your workstation and work area; 

· your line manager visiting you to discuss aspects of your work; 

· repairing and servicing equipment provided by the County Council; 

· periodic checks in relation to the adequacy of security arrangements. 

Termination of the Homeworking Agreement
There may be cases where the continuation of home-based working becomes inappropriate. The Council may in certain circumstances, for either personal or operational reasons, wish to return home workers to an office-based environment. Managers will discuss with you the reason(s) behind any decision to terminate home-based working.

The minimum period of notice to terminate the Homeworking Agreement on either side is three months. However, an employee or directorate must have valid reasons for ending the arrangement. In operational emergencies, e.g. lack of office cover or in the case of poor performance, the arrangement may be suspended or terminated with immediate effect.  Costs may be incurred if an employee or Directorate seeks to terminate a home working arrangement within the first year of its operation.

Return of County Council Property

Any equipment and furniture installed in your home remains the property of the Council and must be returned when your home working arrangement or employment is terminated. Management will arrange to collect any equipment at a mutually agreed time.

Declaration

I have read the conditions set out above and in the County Council’s Homeworking Policy.  I agree to abide and be contractually bound by their terms and conditions.

	Signature:
	

	Name (in block capitals):
	

	Date:
	


