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Lightwave Community CIO (“Lightwave”)
Working from Home and Flexible Working Policy 
Policy Statement 
Lightwave recognises the importance of maintaining a healthy balance between work and other aspects of life. These policies are intended to support the goal of a healthy, happy, and motivated workforce by giving staff more control over how, when and where work is done; helping employees to achieve a viable balance between home and work responsibilities.
Line Managers and staff must recognise that the scope for flexibility will vary between job roles. In one sense, what matters in all jobs is achieving the objectives set by the organisation. Outputs and outcomes matter more than precisely how the job gets done, though in some roles timing and location are an integral daily part of the organisation. So, whilst all managers should be creative in seeking opportunities for staff to enjoy a measure of flexibility, the business needs of the organisation will set their own limits. 
NOTE: here and throughout this document the current acting HR Manager/HR department is the Lightwave Treasurer and Growing in God in the Countryside Project Manager working with local management and external HR consultants where appropriate.
Working from Home
These procedures are intended to cover situations where Lightwave employees work from home, either on an occasional basis or more regularly, but without any contractual requirement to be based at home. 
General principles 
All arrangements for home working, whether occasional or regular, must be authorised, and reviewed frequently by, the employee’s Line Manager to ensure that the arrangements are working satisfactorily for both the employee and employer. Employees must understand that occasional or intermittent working from home does not confer a contractual right to do so. 
Office equipment and other facilities
In general, the employee is responsible for making the necessary arrangements, including the provision of office space and office equipment. Lightwave will not refund the costs of any purchase or repair, except where the equipment has been provided to the employee as a necessary tool of the job. This also applies to any purchase or repair arising from a health and safety risk assessment. 
Salary and other terms and conditions
These are not normally affected by occasional or regular home working. 
Maintaining office cover/service
Managers are expected to take account of office cover and service when considering requests of staff to work from home.
Insurance 
It is the employee’s responsibility to assess the personal implications of home-based work with respect to insurance (any Lightwave equipment would be covered by the Lightwave’s own insurance). Lightwave has insurance providing cover for its legal liabilities and its employees whenever they are engaged on Lightwave business. This cover applies irrespective of where the work is taking place. 
This insurance will not cover the employee for personal liabilities arising from non-work activities: the employee must hold their own domestic insurances. (including cover for personal liability as occupier/owner of the home). 
The employee must advise their insurers if they are regularly working from home and using the premises and certain equipment, e.g. computers, for professional purposes. This may be considered a material fact by insurers and failure to notify this change could invalidate the insurances. 
Other costs and expenses 
No contribution will be made by the Lightwave towards normal household expenses attached to home working, such as heating or lighting costs. Prior to the setting up of a regular home working arrangement, agreement should be reached between the employee and Line Manager. 
Communication 
Good communication is an essential part of any successful home-based work arrangement. Provision must be made to allow effective communication with work colleagues and external contacts during the working day. Employees must be contactable at home throughout normal working hours by the Line Manager and other Lightwave employees. The arrangements for contact should be agreed prior to working from home and how telephone calls relating to work are managed. Work mobile phones should be used to make calls where available. 
The employee’s home phone number and home address may not be divulged without their express permission. 
It is not normally appropriate for external contacts or representatives to meet with the employee at their home. All such meetings should be carried out at the normal office location. 
It is important that anyone who may need to have contact with the employee working at home is made aware of how to do this. Managers need to apply consistent criteria for agreeing to home working and ensure that there is a means of ensuring the work performed at home can be adequately measured and monitored. 
Security and data protection 
Employees must take care when transferring data between office and home, especially where it is confidential or sensitive. It is their responsibility to ensure that if important or confidential data (whether in hard copy or digital form) is stored at home this must be done securely and safely, taking reasonable precautions for back up. 
If confidential or sensitive matters are being discussed it is the employee’s responsibility to ensure that communications are handled in such a way as to safeguard confidentiality.
Working hours 
Individuals working at home should consider, and agree with their manager, if the working day is likely to be significantly different from their normal office day. This will help to ensure that, where necessary, colleagues will know when the person working at home can expect to be contacted. 
Home working 
Where home working has been requested for family reasons (for example to look after a sick relative) it may be more appropriate for the individual to make a request for annual leave. This is particularly relevant if there is a strong likelihood that the employee may not be able to concentrate on the work being performed at home. 
Flexible Working 
In addition to encouraging Line Managers to adopt a flexible approach in general, we support staff exploring the possibility of meeting work-life balance needs through formal flexible working arrangements for agreed periods. 
The potential benefits of this approach include: 
helping us retain and attract experienced and valued staff; 
creating a range of employment opportunities, to suit both changing operational needs and the needs of individuals; 
increasing employment opportunities for people with disabilities who are not able to work full-time; 
enabling staff with family commitments to have access to full-time work through a fresh approach to the working week; 
giving an opportunity for staff to reduce their hours where they wish: for example, in order to care for their dependants, or as they grow older (in the absence of a mandatory retirement age); 
reflecting social change with a less rigid view of the workplace.
We believe that successful flexible working is about staff being flexible as well as being allowed flexibility. Flexible working is not necessarily about working fewer hours and also includes other arrangements that may help life/work balance (for example, home working and staggered hours). 
Right to Request Flexible Working
You may have the statutory right to request flexible working, i.e. change i your working hours, working times or workplace (home-working). If the change is agreed, it becomes a permanent change to your terms and conditions. i.e You have no right to revert to your previous pattern of work, unless such a request suits us operationally and therefore is accepted. 
To make an application you must qualify by having been an employee with a minimum of 26 weeks’ service, and have not made an application for flexible working during the last 12 months. 
All requests for flexible working made by any qualifying employee will be seriously considered, but there is no automatic right for your request to be granted. The request must be made in writing, specifying that it is for this purpose, what flexible pattern you are proposing, detailing how you think any adverse effect on Lightwave can be dealt with. Any such request should be made to your immediate Line Manager in the first instance. 
Our procedure for dealing with the request will include: 
Holding a meeting to discuss the request with you, your Line Manager and the HR Manager. 
Providing a written notice of the decision after the meeting. 
If refusing the application, detailing not only the grounds but also sufficient explanation. 
Providing a right to appeal and arrange it, if requested. 
Providing the right to be accompanied by a fellow worker. 
Any such request will be dealt with within reasonable timeframes, and should not take longer than 3 months from initial application to appeal decision, unless otherwise agreed.
Remember: It is a right to request, not a right to demand and receive. 
Line Managers may reject a request for flexible working for one of the following business reasons set out in the legislation: 

burden of additional costs; 
inability to reorganise work amongst existing staff; 
inability to recruit additional staff; 
detrimental impact on quality; 
detrimental impact on performance; 
detrimental effect on ability to meet customer demand; 
insufficient work for the periods the employee proposes to work; 
planned structural change to the business. 
Once flexible working has been agreed with the Line Manager and the HR Manager then formal arrangements and changes to contract will be subject to review after a probationary period of 3 months. Evidence of satisfactory performance and the achievement of team objectives will be required before the permanent arrangement or change is confirmed 
Informal requests 
These are occasional, one-off arrangements or those that do not involve significant alterations in current practices. They may be discussed and agreed by a Line Manager and do not need to be recorded in writing. They confer no rights. 
Lightwave recognises the contribution staff make to the Lightwave’s success and is therefore committed to fostering a positive climate for ongoing development and learning. Lightwave aims to provide learning and development for staff whether for an individual, a team, whole staff setting and through wider networks. 
Lightwave believes that a coherent and progressive opportunity to develop, both personally and professionally, improves standards, raises morale, helps recruitment and retention and improves outcomes for all. Within this context, the Lightwave also believes that if, on occasion, employee performance needs to improve, the process should be fair and transparent to all employees. 
This policy and procedure applies to all Lightwave employees. It does not apply to volunteers, contractors, agency workers, consultants or self-employed or clergy. 
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Application for Flexible Working
Please complete this form for all applications of Flexible Working
Personal Details

Name:______________________________________________________________________________

Area of Work:________________________________________________________________________

Line Manager:_________________________________________________________________________

To the employer
I would like to apply to work a flexible working pattern that is different to my current working pattern under my right provided under section 80F of the Employment Rights Act 1996. I confirm I meet each of the eligibility criteria as follows:
· I have worked continuously as an employee of the DBF for the last 26 weeks.
· I have not made a request to work flexibly under this right during the past 12 months.
Date of any previous request to work flexibly under this right:………………………………………………….
Describe your current working pattern (days/hours/times worked):







Describe the working pattern you would like to work in future (days/hours/times worked):








I would like this working pattern to commence from:
Date:
Impact of the new working pattern
I think this change in my working pattern will affect my employer and colleagues as follows:






Accommodating the new working pattern
I think the effect on my employer and colleagues can be dealt with as follows:






Name: _______________________________________ Date: __________________________________

PLEASE PASS THIS APPLICATION TO YOUR LINE MANAGER
---------------------------------------------------------------------------------------------------------------------------------
Cut this slip off and return it to the employee in order to confirm receipt of their application (or return by email if appropriate)
Employer’s Confirmation of Receipt (to be completed and returned to employee)

Dear_____________________________________________________________
I confirm that I received your request to change your work pattern on: 
Date_____________________________________________________________
I shall notify you of my decision on this application within three months of this date, unless we agree a longer deadline for this decision.

From____________________________________________________________
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