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Policy Statement

The Charity recognises that
committed to improving the e

ant assets of the Charity, and is
for all volunteers.

As far as possible, the Cha
volunteer can request a co
working is one of the flexible

nteer working arrangements. A
brking options. Volunteer home
n be requested by volunteers.

Home working has been intrg
balance between volunteerin
activities and commitments
beneficial for both the Charit
it wherever possible.

ith the aim of providing a better
domestic, paid work, and other
blunteer home working can be
he Charity tries to accommodate

The policy fits with the Charit
its beneficiaries and achie
environment for volunteers.

e highest standards of service to
by providing a better working

A change in volunteering to h porary or permanent.

This policy applies to all volu
equitably, whether home or o

e Charity will treat all volunteers

This policy does not form part en volunteer and Charity.

The Charity may update this |

Policy Aims & Benefits
This policy aims to:

2.1.1 increase the options
2.1.2 reduce costs;
2.1.3 increase efficiency;
2.1.4  improve volunteer r¢g
2.1.5 improve volunteer r¢g

hrrangements;

The benefits of this policy for olunteers include:

pht otherwise have to cease
n savings on the recruitment and

2.2.1 retention of traine
volunteering for do
training of new volu

2.2.2 reduction in office ag

2.2.3 greater volunteer sa

2.2.4  enhanced quality of

2.2.5 greater flexibility for
and

2.2.6  furtherance of the (
working can help vol

Space;
sponsibility;

nd domestic/other commitments;
ities policy. For example, home

Volunteer Home Working D

Volunteer home working is w bome or all of their role at home.

Home working can be divided
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3.2.1 Regular home wo
home on a regular b

formal agreement to work from

teers who work from home on an
0 carry out a specific task. The
rity’s office.

3.2.2 Occasional or ad h
ad hoc basis, witho
base for these volun

General Principles

All volunteers, whether worki
with the policies and procedu

ice base, are required to comply

Volunteers who work from ho
and expected standards of
include the Charity’s general

same rules, policies, procedures
e as all other volunteers. These
ose specifically for volunteers.

When home working, the dut
set out in their agreement wit

ponsibilities of the volunteer (as
apply.
g where it meets the Charity’s

king arrangement, to make it a
temporary or permanent basis.

The Charity encourages ang
needs. A volunteer can req
normal part of their volunteer

The Charity will decide whet
volunteer [line manager][coa
working for them and will imj
the Charity and its volunteers

suited to home working. The <<
br the appropriateness of home
e demonstrable benefits to both

t them to remain as involved as
des having access to its news,
eer development and training.

While volunteers work from
possible in the Charity and
events and benefits, as well a

The Charity will keep in regu
[phone], [email], [video confe

rs during their home working via
e meetings].

The << volunteer [line manag
working arrangements in org
regular contact should be mj
volunteer [line manager][coor

gularly monitor and review home
ued effectiveness. To this end,
e working volunteer and the <<

If a volunteer at any point fe
should discuss this with the <

hcking guidance or support, they
rl[coordinator] >>.

)le environment in which to work
e, mean making adequate care
ring hours.

A volunteer working from ho
which is free from disruptio
arrangements for dependentg

The home working volunteer
>> if their home working base

nteer [line manager][coordinator]

Occasional/ad hoc home wo
formal, regular home worki
working may include the ill
situations, volunteers should
soon as they think they
manager][coordinator] >> will
for the day or short period co

be arranged at short notice. For
. Reasons for occasional home
e weather conditions. In these
[line manager][coordinator] >> as
home. The << volunteer [line
ise it or cancel their volunteering

Applying for Formal Regula

Whilst volunteers are not en
their volunteering arrangeme

, they can request a variation to
om home.
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To work effectively, home
Whilst not all volunteer rol
considered on its merits.

meet the needs of the Charity.
e working, any request will be

A volunteer who wishes to aj
arrangement should discuss i
first step. If they then decide
send an application letter or
An application should allow &
should be sent well in advan
begin.

5 a normal part of their volunteer
e manager][coordinator] >> as a
5t for home working, they should
r [line manager][coordinator] >>.
ty to consider it properly, and so
would like the home waorking to

A volunteer’s written applicati h detail as possible about:

it;
r them, for their role and for the

5.4.1 the nature of their re
5.4.2  how they think hom

Charity;
5.4.3  how they think it will
5.4.4  why they think they 4§
5.4.5  whether home worki
5.4.6 the date that they pr{
5.4.7  what their proposed
5.4.8 how they would carr
549 how they would

[<<volunteer [line m

[service users,] [and
5.4.10 how they would pro

its [clients,] [service

ies;

b home working;

or permanent arrangement;

r the arrangement;

Id look like;

ble just as effectively from home;
t and relationships with their
manager,] [colleagues,] [clients,]

ion belonging to the Charity and
E,] [contractors,] [and others].

The Charity will meet the vq
volunteer of its decision in wri

sible. The Charity will notify the
meeting.

Applications for home wq
manager][coordinator]'s >>
circumstances and the needs

ed at the <<volunteer [line
to account the volunteer’'s

If a request for home working
refusal in writing. If a volunte
may contact << Name/positic
reasonable.

y, it will give the reasons for the
been unreasonably refused, they
why they feel the decision is not

A volunteer working from ha
before being allowed to work

bign @ home working agreement

If a home working arrangem
period. If the Charity does no
normal volunteering arrange

Charity will review it after a trial
t, the volunteer will return to their

The Charity may at any time g home working arrangement.

If the volunteer moves house pement will be reassessed.

The Charity may end a volu
unsatisfactory (e.g. because
working does not work as it s

reasonable notice if it is proving
ecomes unsuitable, or the home
P as required).

The Charity may end a volu
that the volunteer’s conduct ig

ediately if the Charity considers

The Charity will permit the
premises where it ends their
that would be inappropriate i

eir volunteering at the Charity’s
ent unless the Charity considers
ad bring their volunteering to an

3



end.

5.15 If a volunteer wants to bring t
volunteer [line manager][coor

end, they should speak to the <<

6 Selection Criteria

In determining whether to grant a rq
into account:

the following criteria will be taken

6.1. whether the role is properly cj bing undertaken at home;
6.2 the impact on the level of ser fveness;

6.3 whether costs incurred are re
6.4 the needs of the volunteer for angements;
6.5 the suitability of the home en
6.6 the ability of the volunteer to ( contact;

6.7 whether arrangements can | ive communication between the

volunteer and the Charity; and

6.8 the suitability of the volunte
whether the volunteer has thq
role effectively from home, ta

pbility, the Charity will consider
skills to carry out their volunteer

6.8.1  ability to work indepq
6.8.2 self-motivation;
6.8.3  self-discipline;
6.8.4  good time manage
6.8.5  ability, through remq
with people they will
6.8.6  ability, as far as necg
6.8.7 volunteering record,
and any previous wa

5 materials they need and speak

eering and home life; and
onduct and performance levels
bering.

7 Equipment and Connectivit

olunteer to enable them to work
ed will remain the property of the

7.1 The Charity will loan the nece
properly and safely from hom
Charity.

7.2 Such equipment may includg
relevant IT equipment (PC,
consumables (e.g. printer paf

7.3 The Charity will bear the ¢
equipment.

dline telephone, broadband line,
(desk, chair, lockable drawers),

ning, repairing or replacing the

7.4 The Charity may need acces}{
repair or service the equipmg
much notice as possible of a
the Charity in relation to such

 t0 risk assess, set up, maintain,
ny time. The Charity will give as
e volunteer must cooperate with

7.5 [Equipment loaned by the (
exclusively by the volunteer
volunteer.] OR [The Charity
volunteer for reasonable andg
business.]

al use and may only be used
d not by anyone other than the
loaned by it to be used by the
mily] use] as well as for Charity

7.6 The volunteer must keep an he Charity secure and must take

© Simply-docs — EMP.CHHW.01 - Home Workin|
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reasonable care of it, and will
to their failure to take adequa

arity for its loss or damage if due

The volunteer must return a
any time, including when the

y the Charity when requested at
kNt ends.

The volunteer’s use of thei
permissible if it satisfies the
but the Charity will not be req
of the volunteer’s own equip

bnt for volunteering purposes is
hfety and technical requirements
or otherwise responsible for any

Only equipment that is autho
working.

be used by a volunteer for home

Health and Safety

The Charity is responsible fo
they work, at home or elsew
take reasonable care not to e

elfare of its volunteers, wherever
olunteers must ensure that they
brs to risks to health and safety.

Prior to the volunteer star
assessment at the voluntee
suitable for its purpose and t
[willlmay] allow this to be
remedial work or measures b
starting to work from homg
periodically.

Charity will undertake a risk
brk at home to ensure that it is
ied out safely there. The Charity
nteer themselves. Should any
completed prior to the volunteer
bsessments will be carried out

The home working volunteer
safe working environment. T
issues and for reporting any
>>,

bre to ensure that they work in a
or day-to-day health and safety
teer [line manager][coordinator]

If a home working volunteer
incident takes place, they m
Charity’s health and safety pg

ty concerns, or if an accident or
is to << Name>> in line with the

Failure to comply with these ¢
result in ending the volunteer]

requirements of the Charity may
ent.

Insurance and Other Finand

[Equipment supplied to a ho
policy.] OR [A home working
a valid and comprehensive i
Charity for home working.]

pvered by the Charity’s insurance
ible for providing and maintaining
uipment supplied to them by the

It is the home working volu
and contents insurance. The
volunteer's home or its cont
and contents insurance po
working, the volunteer mus
company about the type of v{
a regular basis, and must ma
the volunteer is fully protecteq

rovide adequate home buildings
ability for damage caused to the
hngements may affect the home
ler. Before commencing home
urance company to advise the
y will be carrying out at home on
es to their policies to ensure that
home.

Some mortgage and rental
for work purposes. The vol
about the volunteering work
obtain their permission where

bvent home premises to be used
r landlord or mortgage provider
at home on a regular basis and



10 Confidentiality, Security ang

10.1 The home working voluntee
property, information, files, a

uring the security of all Charity
possession.

10.2 The volunteer, whether wo
themselves familiar and comg

e Charity’'s base, must make
h Protection Policy.

10.3 The Charity has a particular
security. It will carry out a da
not to agree to a volunteer
further such risk assessments

king volunteers maintaining data
ment before deciding whether or
it and will periodically carry out

10.4 The home working volunteer
take all reasonable precauti
with the Charity’s requireme
they are able to retain the seq

. line manager >> that they will
tiality of material in accordance
nager >> will determine whether
pf information within their home.

10.5 The volunteer must ensure t
information and that held on
parties. Volunteers must not
information.

and accessed, including written
nd cannot be accessed by other
ght prejudice the security of such

10.6 A volunteer must report any a
protection to <<state job title ¢

of security, confidentiality or data
mediately.

11 Hours of volunteering

needs, choose when and how to
pbordinator] >> should agree an
take appropriate breaks.

A volunteer working from home ca
work. Volunteers and << the vol
appropriate working pattern. A hom

12 Inability to carry out role d

If a volunteer cannot work on a ho
follow the procedure set out in their

e of illness or injury, they should

13 Expenses

13.1 The Charity will reimburse
addition the following types
purpose of the volunteer’s rq
travel from home to office for

he volunteer agreement [and in
And reasonably incurred for the
dditional types of expense, e.g.

13.2 It will, at its discretion, to be ase basis, also reimburse other

expenses incurred by the vol

This policy has been approved &
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DATE: <<DATE>
SIGNATURE:
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