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PURPOSE:
Flexible working is a way of working that suits an employee’s needs, for example having flexible start and finish times or working from home. Employees can apply for flexible working from their first day in a job. This is known as ‘making a statutory application’. Employees can make 2 applications for flexible working in any 12-month period. For further information about your statutory right to apply to work flexibly, please see the BCL Flexible Working Policy. 

The main purpose of this Remote Working Policy is to establish guidelines for BCL employees who wish to work remotely, where ‘remote working' is taken to specifically mean where the employee works from their own home as opposed to BCL’s office at the Pavilion, Vine Road, Barnes SW13 0NE. 
This policy applies to all full-time and part-time employees along with interns, temporary employees and those on contracts with BCL. 
POLICY:
BCL operates a policy where up to 20% of an employee’s working time may be taken at their home. Effectively for a full-time employee, this amounts to one day a week. The timing of when this is taken can be discussed accordingly with the employee’s Line Manager. 
BCL may also agree to ‘emergency’, short term and one-off cases of homeworking too, particularly where travel and weather may be factors or where the office is closed for whatever reason. In such circumstances, any decision to grant homeworking will be at the discretion of the Line Manager. 
It is understood that, in unusual or exceptional circumstances, remote working may take place at other venues e.g. due to travel issues but this should be discussed with the employee’s Line Manager as soon as is possible. 

BCL requires the following condition to be fulfilled whereby the office at the Pavilion, Vine Road Recreation Ground should be staffed from Monday to Friday, 9.00am to 5pm by at least two people. This is to ensure that BCL has a continual presence throughout the week. 
BCL will carefully and reasonably consider any requests by an employee for remote working, including working from home but any such request must be compatible with the needs of BCL’s business while there is no obligation on BCL to agree to any such request. 
This policy does not form part of any employee's contract of employment while BCL may amend it at any time. 

Employee obligations and responsibilities 
It is your duty to ensure that you comply with the obligations and responsibilities set out in this policy if we consent to you working remotely or from home. 
1. Your role is such that it can accommodate homeworking without compromise to: 
a) 
i) the quality of your productivity and output. 
ii) the productivity of any other personnel who may rely on you performing your duties in order to successfully perform theirs, 
b) You are able to work effectively to compensate for any homeworking challenges, such as sudden internet or other utility outages causing disruption to your normal working environment. 
c) You are fully contactable during your usual contracted working hours by all usual means of contact, including phone and can be trusted to communicate with and report regularly to the Line Manager and to interact responsibly and regularly with any other personnel who rely on you to manage your remoteness efficiently. 
d) That you understand you will still be required to attend our offices for meetings, training and other core business purposes. 
e) This policy is not part of your employment contract, but you should comply with it at all times. Use of BCL disciplinary procedures may be used for any breach of this policy. 
2. Confidentiality and data security 
a) You must keep secure and inaccessible to others, all data and materials used by you while working remotely. Not keeping our data, materials and any equipment on which they are stored secure and protected is likely to be treated by us as a disciplinary offence in accordance with our disciplinary policy. 
b) You have read, understand and agree to comply at all times with our policies covering computer use, electronic communications, social media and data security and you agree also to ensure that you regularly refresh yourself on their most current content. 
c) If you have any concerns or suspicions about the security of any of our data (or data belonging to our clients, employees or anyone else working with or connected to us), or if you discover an incident that compromises the security of these data, you must immediately report this to your Line Manager. 
3. Equipment
a) Where BCL provides equipment as part of your remote / homeworking arrangements, you must: 
b) 
i) use that equipment to perform your contractual duties to BCL only. 
ii) take proper and reasonable care of that equipment, treating it as it is intended to be handled and in accordance with any relevant operating instructions and/or our policies and procedures. 
iii) not leave it unattended in any state where it could be used, removed or accessed by anyone else except for persons authorised by BCL. 
iv) keep it secure and in conditions appropriate to its optimum operating state, and 
v) hand it over for collection by us when requested to do so. 
You are responsible for ensuring that you have all the right equipment and conditions for homeworking, so that you can do your job properly, efficiently and on a timely basis. We will not be responsible for the maintenance, replacement or repair of any equipment if you do not take care of it or handle it as set out in paragraph 3(b) immediately above. 
c) We will also not be responsible for any loss or damage to any of your personal equipment that you decide to use when working for us. You should check your personal insurance arrangements to provide for appropriate levels of cover before your homeworking arrangements start. 
d) Your associated costs of remote / homeworking, such as utility bills for electricity, heating, telephony and internet access are not our responsibility and you will be expected to cover these costs yourself. 
4. Health and safety considerations 
a) When you are working at or from your home, according to the arrangements that we have agreed with you and in compliance with this policy, you will be covered by BCL’s insurance policies. Any accidents that occur while you are remote, or homeworking must be reported by you immediately according to the procedure contained in our Health and Safety policy. 
b) Your duties in ensuring health and safety compliance are the same at home as they are on our premises. This means that: 
i) You must take care of your own health and safety, and you must take care of the health and safety of anyone else who might be affected by your remote / homeworking activities, including anyone who visits your home during the course of you performing your duties. 
ii) You must ensure that you have read and understood our health and safety at work policies and procedures so that you are equipped to safely maintain your home and your equipment responsibly at all times and you are working sensibly, (including in relation to your hours) so that you do not place your own health at risk. 
iii) You must report immediately to BCL any health and safety concerns or queries regarding your home working arrangements. 
Review 
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The board of charity trustees will review this Remote Working Policy at 3-year intervals or as appropriate. 
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