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1. Policy Statement
The NI Youth Forum  recognises that there may, on occasion, be circumstances when it would be more beneficial for staff to work at home in order to complete a particular task, for example a special project. However, it is not possible to offer home working to all staff as the requirements of some jobs will not be suitable for such arrangements.
2. Qualifying Conditions

Agreement to work at home is totally dependent upon certain criteria being fulfilled, these being that the member of staff: 

· has gained prior approval from her/his Manager.
· does not have commitments within the Forum at that time.
· has notified both her/his Manager and Reception of contact number, location and hours when contactable.  
· has left a contact telephone number and is available to be contacted during the nominated times.
· is prepared to attend the Forum if so requested by her/his Manager.
· has prior approval before any expenses are incurred on behalf of the Forum.
3. Requests for work from home
Permission is required for each occasion that an employee wishes to work at home. The employee should make the request to their Manager (See Request form in Appendix 1). Serious consideration will be given to any such requests and a decision regarding the suitability of working at home will take into account all relevant circumstances. The decision of the Manager is final.
4. Working Arrangements
4.1 Workload:  The work/project to be completed will be agreed in advance with the Manager.
4.2 Youth Forum Equipment:  Any equipment provided by the Forum for the purposes of working at home will be maintained by the Forum. The member of staff is required to take reasonable care of all equipment, to keep it secure and to use it in accordance with operating instructions. They must ensure that any such equipment provided is returned at the end of the arrangement.
4.3 Insurance Cover:  Staff are advised that working from home may affect the provisions of any

home contents insurance and are advised to inform their insurers prior to commencing working from home. It is the responsibility of the member of staff to ensure that their home contents policy covers any Forum equipment used for the purposes of working at home.
4.4 Personal Details and Safety:  Staff are advised not to release their home address and telephone number to non-members of staff. Staff are also strongly advised not to meet members or other Forum associates in their home. In the event that the member of staff feels this is essential they must gain prior approval from their Manager.
5. Health and Safety:  The Forum has a duty to protect its staff’s health and safety at work in

accordance with the provisions of the Health and Safety at Work Act 1974 and the regulations made under it. Staff are required to comply with the Forum’s Health and Safety policy while they are at work and to take reasonable care of their own health and safety and that of any third party with whom they come into contact during the course of their employment with the Forum.
Failure to comply with the Forum’s Health and Safety policy may result in disciplinary action against the member of staff. If the member of staff is classed as a ‘user’ (by his manager) under the terms of the policy and code of Practice for Display Screen Equipment, then a workstation risk assessment should be carried out.
6. Reporting Sickness Absence:  In the event that the member of staff is sick during a period of working at home then the normal Forum sickness reporting rules must be followed.
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STAFF NAME:

LINE MANAGER: 
DATE & HOURS OF WORKING FROM HOME REQUEST: 

WORKING FROM HOME REQUEST: (please outline briefly the rationale behind this request): 

CONTACT DETAILS: 

CONTACT PHONE NUMBERS (mobile & landline): 

CONTACTABLE HOURS: 

ALTERNATIVE E-MAIL ADDRESS: 

WORKPLAN: (please outline workplan for working at home period) 

LINE MANAGER APPROVAL: 

I APPROVE THIS REQUEST (insert tick box) 


I DO NOT APPROVE THIS REQUEST (insert tick box) 

LINE MANAGER SIGNATURE: 

DIRECTOR APPROVAL / SIGNATURE: 



WORKING FROM HOME REQUEST FORM     


                       April 2013
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WORKING FROM HOME REQUEST FORM
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