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Guidelines for Staff who occasionally Work Away from the University
For a variety of reasons and with varying degrees of frequency staff may undertake part of their work away from their normal place of work at the University premises.   Whilst it is expected that normally staff will be in the workplace it is accepted that there will be circumstances where an individual and the relevant manager decide that it is mutually beneficial for that individual to work elsewhere. 

The purpose of these Guidelines is to bring clarity and consistency to arrangements for working away from the University whilst maintaining a certain degree of flexibility and discretion at Faculty/Service level. 

Scope 

These guidelines cover all academic staff and those professional and support staff whose duties may include the type of work described in below. 

Principles 

These guidelines are based on the broad principles that working away from the University:
· is not a right but is based on an underlying management philosophy of trust and mutual benefit; 

· is at the line manager’s discretion following consultation and discussion with the individual and should not be unreasonably refused; 

· is voluntary; 

· is not a substitute for caring responsibilities (Although the University is aware of the duty to consider flexible working requests from parents from April 2003 these particular arrangements are not a substitute for caring responsibilities. The University has specific arrangements to deal with parental, emergency and special leave and other forms of absence and the arrangements in these Guidelines may not normally be substituted for these purposes); 
· does not change terms and conditions; 

· does not attract subsidy since the benefits are seen as being mutual; 

· does not normally mean that equipment, e.g. PCs, will be provided by the University for individuals to use elsewhere,  

Nature of Work 

Circumstances where working away from the University may be mutually beneficial usually arise where a piece of work needs to be done with minimum distraction or interruption, for example: 

· preparing budgets, reports, tender documents, grant applications, policies and similar documents; 

· preparing and marking assessments; 

· preparation of teaching materials; 

· engaging in scholarly writing; 

· preparing research proposals and similar documents. 

· appropriate research activity (for example, field trips, work in libraries or archives);

· certain kinds of teaching and learning support (for example, excursions and field trips, attending students on placements). 

Working away from the University should be discussed and agreed in advance with the appropriate Line Manager or Dean of Faculty/Service Director. This is so that the appropriate manager knows the whereabouts of the individual and that there is no possible confusion about why that individual is not at his or her normal place of work. Faculties/Services should put in place arrangements that reflect the above needs. It is important that relevant support staff, for example secretaries, are aware of these arrangements and associated procedures. 

Contact Details 

Since one of the main advantages of working away from the University is to complete a piece of work with minimum distraction it is understood that individuals should not be interrupted unnecessarily.   However individuals away from the University should provide contact details e.g. location, home telephone number and (where appropriate) mobile telephone number, to the designated person in the Faculty/Service. Individuals must be able to take telephone calls and to make themselves available at the workplace if necessary. It is the responsibility of the individual working away from the University to facilitate communication with the Faculty/Service. 

Health and Safety 

Most of the work undertaken at home by University staff is administration, paper based work or work on a computer. In general this is not work involving high risk. University staff periodically working from away from the University, e.g. at home, will not be classified as ‘home workers’ and therefore there is not a requirement to carry out the detailed risk assessments that would otherwise be mandatory under the Management of Health and Safety at Work Regulations 1999. 

However guidance should be issued to individuals working from home to remind them of general risk assessment principles, to raise their awareness of potential risks to health and safety which may result from working at home and indicating possible action that can be taken to create safe working conditions and the right working environment. 

IT/Equipment 

Most of the work undertaken at home by University staff only requires access to basic equipment e.g. computer, internet, telephone. 

The University will not normally provide IT or other equipment, for example PCs, for an individual’s use at home or at other locations, 

Insurance 

The Faculty/Service may have arrangements whereby staff can access a pool of laptops for use at home. Where University equipment is used at home, the Faculty/Service must ensure that individuals are aware of the insurance implications and liabilities. The University’s current insurance policy covers use of equipment such as PCs and laptops at home in respect of theft and accidental damage up to a certain limit and subject to conditions in relation to excess payments. However it is important to note that any equipment left unattended in a vehicle will not be covered.   In allowing access to a pool of laptops (or similar facilities) it is the responsibility of the Head of Faculty/Service and the employee to be fully aware of the extent of the University’s cover and any individual liabilities. 
Security 

Individuals working from home must be aware of computer security and, in particular: 

· It is important to ensure that work moved on disk between PCs outwith the University and the Faculty/Service does not transfer viruses to University machines. If the machine in use is the user’s own, then the responsibility of installing an up-to-date virus detection programme lies with the user. Machines supplied by the University should have the latest virus checker automatically installed/updated. 

· Work should be adequately backed up in case of e.g. disk corruption or damage in transfer. 

· There must be appropriate safeguards in relation to confidentiality of any material being worked on. 
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