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Introduction

return to index
With the growth in Information and communications technology (ICT) employees are increasingly able to fulfil the duties in a flexible way using different work locations and facilities.

Such “remote / mobile and flexible” working is potentially mutually beneficial to the University and to staff. It also supports ‘sustainability’ issues.

Remote / mobile and flexible working does, however, present a number of issues about how the employment relationship is managed and what the impact could potentially be on the employer and employee.

This policy seeks to address those issues and define how such arrangements will work in practice.

Definitions
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There is no single effective definition of a remote / mobile worker. Instead there are a number of criteria which may indicate that it may be suitable / appropriate for a worker to be deemed to be a remote / mobile worker. 

A remote / mobile worker will be:

a) Required to be based at and to work from home or elsewhere outside the University on a regular (50% + of time) basis (i.e. a regular remote / mobile worker) or

b) Required to work from home or elsewhere outside the University on an occasional (less than 50% of time) basis (i.e. an occasional remote / mobile worker).

The above individuals will be entitled to an appropriate remote / mobile working allowance and to the provision of equipment supplied by the University (see Appendices C and D).

This may be contrasted with someone who is not formally classified a remote / mobile worker but who may still undertake work from home or remote locations. Such an individual may work from home or other remote locations by agreement on a regular or occasional basis without being classified as a remote / mobile worker. This will occur where the individual is not required to do so for business reasons but does so more for reasons of personal convenience at the discretion of the University. It is accepted as customary for academics to undertake work (e.g. marking) from home.

In these cases, individuals will not be entitled to any equipment or allowances.

Remote / mobile working may be applicable where:-

· a significant proportion of the work can appropriately and effectively be done by the individual remotely, usually on a project basis where there are clearly defined objectives and measurable outcomes.

· the work requires frequent travel to and from and between sites not owned by the University (for example visits to schools or local businesses) and where a requirement to return to a University campus / base would be counter productive.

· the individual is effectively spending large proportions of their time as an income generating Consultant involving significant travel and liaison with external clients.

· there is a clearly defined business case for agreeing to remote / mobile working, for example to relieve short or long term pressures on staff office space or car parking.

Principles and Process
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Classification of an employee as a “Remote / Mobile Worker” will be at the discretion of the University and any decision will be based on business need and subject to regular (probably annual) review. Such reviews would normally take place at the commencement of a new financial year but equally may take place at any time according to service needs.

Classification as a remote / mobile worker (regular or occasional) will be determined by the relevant SMT member on the advice and recommendation of the Head of Department. The Human Resources Department may be asked to offer advice as appropriate.

For staff already in post, a change to remote / mobile status will take place following consultation and, wherever possible, by prior agreement. 

Subject to the need to consult with individual members of staff already in post and to comply with any legal requirements regarding changes in contract, the University may deem any post as requiring remote / mobile working at its discretion. Where an individual is classified as a remote / mobile worker, the individual will have access to all University facilities
 but will not necessarily be designated to a single University campus base. The term will be made clear in the advertising of the job and in any offer of employment / change of employment terms.

Remote / mobile workers will remain fully contracted to the University and will continue to be covered by all the relevant staff policies and procedures.

If the University has a reasonable belief that a remote / mobile working arrangement is no longer in its best interests, it may decide to withdraw the option to work remotely and require the member of staff to work from their nominal work base. Withdrawal of remote / mobile working status would only occur following appropriate consultation with and written notice to the individual concerned.

Where there is reasonable belief that an employee is failing to fulfil the job role or otherwise abusing the remote / mobile working arrangements, the University will be able to withdraw the option to work remotely. This option would normally only occur if either the Disciplinary or Capability Procedure was invoked.

Dispute By an Employee Over Classification as a Remote / Mobile Worker
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Any employee who considers they / their post should or should not be classified as a remote / mobile worker will as far as possible be dealt with and resolved informally or via the Grievance Procedure.

Terms and Conditions of Remote / mobile working

return to index
Where it is agreed that the remote / mobile working is a contractual term of the employment or where remote / mobile working is agreed as required and beneficial on a mutual basis, the University will require the employee to sign a remote / mobile working agreement which will state the terms of the arrangement. This will constitute an amendment to the statement of terms and conditions of employment

Nominal Place of work 
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When remote / mobile working, the employee will continue to have a nominal work place which will be defined, by agreement with the University, as one of the University’s campuses or another site where CCCU activity is undertaken or, if appropriate and economic, their home.

Travel Expenses
return to index
Arrangements for travel in respect of remote / mobile working and Consultancy are set out on the University’s Travel Expenses Policy.

Hours of work
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The statement of terms and particulars of employment will state the contractual hours of work. It is expected that remote / mobile workers will demonstrate fulfilling their contractual hours by fully meeting the objectives of the job role. 

Remote / mobile workers will have the ability to work hours on a flexible basis to meet need needs of the job subject to the advice given with regard to safe and healthy remote / mobile working – see appendix A.

Heads of Department are entitled to ask those engaged in remote / mobile working to submit  time record sheets if required. Records may be submitted electronically.

Sickness
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In the event that a remote / mobile worker is unable to work due to ill health they must follow the normal University Sickness Absence procedure. They will be expected to contact their line manger on the first day of absence or as soon as reasonably possible after that date,  and advise them of the ill health, the likely duration of ill health and make arrangements for any immediate work to be covered.

Insurance
return to index
Remote / mobile workers will be covered by the University’s general insurance policy for work related duties, subject to the terms and limitations of the Policy. When remote / mobile working, the member of staff will be covered by the University’s employee liability cover. The University's policies do not cover staff whilst travelling in the course of their work, except where a University owned vehicle is used.  Remote / mobile workers should advise their own home and contents insurers and / or motor vehicle insurers of the terms of their remote / mobile working arrangements to ensure that these do not invalidate or restrict their personal / private insurance cover. Additional insurance cost(s) incurred by the employee for their private / personal insurance coverage relating to the employee’s status as a remote / mobile worker may be reimbursed through the Remote / mobile Working Allowance, subject to the additional costs being confirmed by the Insurer and those costs not being excessive.  Line Managers should provide the Insurance Officer in the University Solicitor's Office with details of any member of staff who has been approved for remote/mobile working via a (copied) PER 03 change form.

Equipment
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Where remote / mobile working is a requirement of the job role the University will provide certain equipment as is deemed necessary. 

Where a remote / mobile working arrangement is agreed as a personal / convenient option for the employee and is not formally a requirement of the post, there will not be any eligibility for the provision of University equipment or allowances.

The decision as to whether remote / mobile working is a requirement of the job role will be taken by the relevant member of the Senior Management Team on the recommendation of the Head of Department and after any necessary consultation with Human Resources, in line with these agreed principles.

Any equipment issued by the University remains the property of the University and should only be used in accordance with the specific guidance provided (see appendix C).

A full list of the equipment that may be provided is available at Appendix C. A specific decision on what equipment is appropriate will be dependent on the nature of the work being under taken and the circumstances for each individual member of staff. Exactly what equipment is provided will be based on an assessment of need and agreed by the relevant Head of Department and SMT member.  An inventory of equipment issued to each member of staff undertaking remote/mobile working must be maintained, together with serial numbers for computing equipment.

Stationery etc.
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Stationery, cartridges for printers, paper etc should be should be requisitioned, authorised and ordered through the Department in the normal way to be collected or delivered to the home address.

It is the responsibility of Heads of Department to monitor that use of Stationery etc is appropriate and not excessive bearing in mind such consumables may not be used for personal reasons.

Training
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The member of staff will have full access to all relevant University ICT courses. Prior to an individual being permitted to undertake home working, the employee should be invited to complete a self assessment of their ICT skills and identify any training and development needs they have in relation to working from home. In addition to normal office skills, this might include save and back up procedures, the updating and upgrade of virus checking software, standard housekeeping procedures such as disc compression / defragmentation etc.

ICT Support / Access to Help Desk for Homeworkers
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Access to the University’s Help Desk will be available in line with the Help Desk’s normal hours of work. Where necessary, broken or faulty equipment would need to be brought in to the Computing Services Department for review / repair.

Return of University Property on the Termination of a Working Arrangement
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The employee will undertake to return all University-provided equipment, data storage media and any other property of the University where it is decided that a remote / mobile working arrangement is to be terminated. 

Security of Data 
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The employee remains at all times subject to the University’s Regulations for the Use of the Computing Service e.g. Information and Security Policy (full regulations and guidelines can be accessed from 
http://computing-services.canterbury.ac.uk/  
while in a remote / mobile working arrangement. 

The employee is particularly responsible for the following while remote / mobile working:

· For making adequate backups onto suitable media of all work

· For virus checking all data which is sent / transferred to the University from the home using the software, and adhering to procedures provided by the University.

· Compliance with the Data Protection Act and for taking reasonable steps to ensure the security of personal and business sensitive date when in transit and at the home.

· For not allowing the use of any CCCU facilities by other third parties in line with licence terms.

Remote / mobile working allowance – calculation of allowance
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Where remote / mobile working is a requirement of the job role remote / mobile workers will be eligible for a remote / mobile working allowance. The allowances are set out in Appendix D.

This will be in addition to claims for mileage, provision of equipment and any materials order through the Department / Faculty. The allowance is to cover the use of household utilities whilst undertaking University work. The allowance is paid pro rata to the standard hours of work (i.e. FTE).
The remote / mobile working allowance will not be payable to anyone undertaking remote / mobile working as part of a voluntary agreement (i.e. where it is not a requirement of the job role).

Trial Period
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Where remote / mobile working is being considered (whether a requirement or not of the job), it is recommended that the arrangement is trialled initially for a full 3 month period.

At the end of this time the Head of Department will meet with the employee to review the arrangement, which, if required by the University, will be formally confirmed or withdrawn depending on how successful it has been for both parties in terms of operation and impact on the wider activities of the Department. Computing Services should also be consulted.

Students
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Students are not permitted to visit employees’ homes. Where staff need to see a student, suitable alternative arrangements should be made to see the student on the University or other designated premises.

SOME COMMON ISSUES THAT MAY ARISE AS A RESULT OF REMOTE / MOBILE WORKING AND HOW THEY CAN BE ADDRESSED.
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The employee’s line manager should bear in mind that there are some special considerations to implementing a remote / mobile working arrangement successfully. These could include:

	      Considerations
	      Good Practice Steps to Take

	Lack of feedback on work performance caused by the reduced opportunities for communication may lead to demotivation
	Make regular times to discuss work and performance.  Make required outputs clear, and assess the arrangement periodically with the employee.

	Remote / mobile working may result in the employee feeling isolated
	Make time to meet face-to-face periodically.  Ensure the employee is included in team or any other relevant meetings, training and social events, and is kept informed of changes in the Department/University.

	Ill health problems may go unnoticed
	Follow up on receipt of any sickness self-certificate submitted.  During meetings where work is assessed / discussed, ensure you check with the employee that they are coping with the arrangement physically/mentally and that they are happy with their working conditions at home.

	Any unforeseen difficulties experienced by the employee in delivering work in this way may go unnoticed by the manager.
	Give the employee opportunities to raise problems at an early stage, at regular meetings or periodic assessments of the arrangement.

	The employee may be working excessive hours or finding it difficult to separate home life from work commitments.
	Check this when you meet, and ensure that you and other colleagues respect the right to the employee’s privacy out of the agreed remote / mobile working times.  Discourage your remote / mobile working employee(s) from habitually making themselves available out of agreed times.

	User requires a high level of support from Computing Services to operate effectively.
	Review training and development needs in liaison with Computing Services / LTEU and re-assess suitability for designation as home / remote / mobile worker.


APPENDIX A
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Health and Safety

Most of the regulations made under the Health and Safety at Work Act 1974 extend to home workers
. These include, for example:

· Management of Health and Safety at Work Regulations 1999 (MHSWR)

· Display Screen Equipment Regulations 1992

· Manual Handling Operations Regulations 1992

· Provision and Use of Work Equipment Regulations 1998 (PUWER)

· Control of Substances Hazardous to Health Regulations 1999 (COSHH) 

It will be necessary to ensure that workers who are classified as remote / mobile home workers comply with the necessary health and safety checks / risk assessments etc before they commence remote and mobile working arrangements.

Further details on risk assessments which apply to homeworkers are available on the Health and Safety website.

APPENDIX B
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Use of University-provided equipment

Where equipment, software and other facilities are provided by the University, that equipment, software, and other facilities (particularly but not exclusively e-mail and internet access) are intended for the proper and authorised delivery of University-related work (e.g. see University Policy on e-mail). The employee is responsible for the appropriate use, condition and security of the equipment, including adherence to licence conditions, University policy regarding data protection, file security and storage, and procedures regarding the handling of computer viruses. Any abuse of the facilities by the individual will be the responsibility of that individual in line with University Policies and Procedures and may affect the individual’s right to continue to be classified as a remote / mobile worker and to enjoy the facilities and allowances.

The employee may not disclose their personal password for access to the University network to any third party including immediate family members. To do so will be considered to be a disciplinary offence.

APPENDIX C
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Provision of Equipment – Guidance 

The Following is to be taken as a guide to what may be provided and not as an entitlement. Each case will be examined on its merits by the relevant Head of Department. The University may provide some or all of the following to equip the employee for remote / mobile working and relevant payments may be pro rated in relation to use:

	Regular Remote / Mobile Worker
	Occasional Remote / Mobile Worker

	PC, laptop, ‘handhelds’ etc (as advised by Computing Services in liaison with the Head of Department, depending on the nature of the work being undertaken).
	PC, laptop, ‘handhelds’ (as advised by Computing Services in liaison with the Head of Department, depending on the nature of the work being undertaken).

	Printer / scanner
	Printer

	Appropriate workstation furniture (where suitable furniture is not already in place)
	Appropriate workstation furniture (where suitable furniture is not already in place)

	 Remote virus software and annual payment for updating of contract
	Remote virus software and annual payment for updating of contract

	 Other miscellaneous equipment as appropriate e.g. memory sticks, CD, DVD’s etc
	 Other miscellaneous equipment as appropriate e.g. memory sticks, CD, DVD’s etc

	Telephone lines / VOIP / VPN / broad band access
	 N/A

	Print cartridges and paper
	 N / A

	Shredder
	 N/ A

	Storage containers
	 N / A


Any equipment provided by the University such as PCs or printers will be maintained by the University (this will be done centrally by Computing Services on campus). (It will be necessary for any equipment to be returned to Computing Services). The employee will be required to take care of all equipment and to keep it secure.

Hardware and software applications may not be used by any other third parties (e.g. spouses, partners, family members) nor may University consumables (paper / printer cartridges etc).

Equipment to be provided will be in accordance with approved / prevailing University standards.
Appendix D
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Allowances

It is recognised by the University that employees in remote / mobile working arrangements will incur some expenditure in the performance of their duties at home e.g. additional heating or lighting costs. The University will provide the following ‘office’ allowances for employees in formal remote / mobile working arrangements:

	Days of remote / mobile working per week
	Amount per year for Regular Remote / Mobile Worker
	Amount per year for Occasional Remote / Mobile Worker

	5
	£100
	N / A

	4
	£80
	N / A

	3
	£60
	N / A

	2
	N/A
	£40

	1
	N/A
	£20


(A measure introduced in the 2003 Budget allows any payment by an employer towards additional ‘household costs’ to be exempt from tax. To minimise the need for record keeping, employers are allowed to pay employees up to £2/per week (£104/year) without supporting evidence of the costs the employee has incurred. If an employer pays more than that amount, the exemption is still available but the employee must provide supporting evidence that the payment is wholly in respect of additional household expenses incurred by the employee in carrying out his/her duties at home). 

Additional expenses to the above amounts must therefore be evidenced and justified.










� Subject to technical limitations


� HSE Guidance for Employers and Employees on Health and Safety
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