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WORK FROM HOME
1.1 INTRODUCTION

A home worker is someone who is employed by the Employer to work at or from their residential premises (home) on an ongoing basis. When workers carry out work at their home for the Employer, the home is considered to be a workplace, and the Employer recognizes that it has health and safety duties in respect of this.

Your working environment and working practices are subject to the same working standards that are applied to working at the Employer’s premises regarding confidentiality. Access to Employer documents, and Health and Safety.

1.2 HEALTH AND SAFETY

The Employer will ensure, so far as is reasonably practicable, the health and safety, and welfare, at work of all employees, including home workers.

A risk assessment of the proposed area of work and the equipment in your home will be carried out to evaluate the risk to your health and safety, as well as the health and safety of your family and members of the public. Thereafter, this must be checked as often as if you were based at the Employer’s premises.

You are responsible for the health and safety of any visitors, children, or family members who may come into contact with any property or equipment supplied by the Employer for homeworking. If there are any faults with the Employer equipment, the equipment should not be used at any time until it has been inspected, and any necessary repairs have been carried out by the appropriate specialists. You are responsible for ensuring that any damage to equipment is reported promptly to the Employer.
1.3 PROVISION OF COMPANY EQUIPMENT

The Employer will identify what equipment you need to work from home. This could include equipment items such as a laptop, PC, printer, mobile phone, internet connection and/or telephone line.

If the equipment is supplied by the Employer, the Employer will pay for the installation and maintenance necessary for you to work at home, and pay all expenses incurred in relation to it work-related use. This may include work-related consumables such as paper, cartridges and costs of telephone and internet usage subject to receipts and/or itemised invoice/bills and other items that the Employer reasonably requires which you incur in the proper performance of your duties.

On the termination of your employment or upon the Employer’s request, you must return all Employer property and equipment which is in your possession or for which you have responsibility. The Employer reserves the right to take action to recover Employer property and equipment that has not been returned. Failure to return the items may result in the cost of the items being deducted from any payment due to you.

Where any damage to Employer property or equipment is as a result of your negligence or lack of care due to your voluntary and private use of the company property (whether approved or not), the Employer reserves the right to insist on you paying for the cost of repairing or making a deduction from your pay for the cost of the damage to the Employer property.

1.4 CONFIDENTIALITY

All Employer business information is regarded as confidential; this includes customer and staff information. Therefore, you must take steps to protect Employer records at all times against loss, unauthorized access, alteration, or destruction.

You are required to take special care to secure all records and to prevent unauthorized disclosure of any Employer or other business information. Patient or patient contact information is particularly sensitive as customers have a legal right to expect personal information held about them to be held in the utmost confidence. On behalf of the Company, it is your legal obligation to ensure these rights are protected.

Precautions must be taken to ensure third parties, including family members of your family, visitors or other persons visiting or residing in your home do not become aware of any confidential information. The information must not be left unattended when you are working and when materials are not in use they should be locked away in a secure place. Similar precautions must be taken when transporting documents in the course of your work.

You must take responsibility for destroying safely any paperwork containing confidential Employer business that is no longer required. When necessary, papers can be brought to the Employer’s offices for confidential shredding.

If you have any reason to believe that Employer information is lost, altered, or has been accessed by any unauthorized person, you must report this to your manager without delay.
Use of any computer equipment owned by the Employer, its software, etc. is limited to yourself alone and business applications only. Personal equipment such as printer or modern may not be connected to any of the Employers’ equipment or property without consent. Information personal to you should not be stored on the computer.
1.5 CONTACT AND COMMUNICATION

Managers will agree with home workers on the measures that will ensure regularity of one-to-one supervision and other communication from the Employer.

All home-working staff may be required to attend team meetings and other events in-person as specified from time to time by the Employer.

In the event of sickness, home workers must contact their manager as soon as possible on the first day of sickness and comply with all aspects of the Employer’s absence reporting procedures unless otherwise directed by their manager.

1.6 MANAGEMENT

Management of the home worker, other than where detailed in the provisions of this policy, will not differ from the management of the Employer’s office-based staff.

Managers will involve their team in devising the most appropriate methods of maintaining team cohesion and collaboration among the home and office-based staff, paying particular attention to the working relationship between the home worker and their administrative support if applicable.

1.7 ACCESS TO YOUR HOME

The Employer may request to visit to gain access to that area of your home you use for your workplace to:

· Review, inspect or remove any of our property, documents, records, or other information relating to the Employer and your work/or

· To conduct an audit of health and safety provisions.

1.8 HOME DETAILS

Your manager must be informed immediately of any actual or potential changes to:

· Your address

· Occupancy of the property by yourself and/or others

· Telephone communications with the property and

· Any other changes relevant to the use of your home as your work base.
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WHO DOES THIS POLICY APPLY TO:

· All employees of Katikati Medical Centre Limited

By signing this document, you confirm that you have read, agreed to, and will abide by this policy until further notice.

Employee Name:

Signature:

Date:

Unless the Policy specifically states otherwise, the Policy does not form part of your employment agreement with the Employer. The Employer may unilaterally vary, remove or replace this Policy at any time. To the extent that this Policy imposes any obligations on the Employer and/or purports to provide any right or benefit to you, those obligations are not contractual and do not give rise to any contractual rights. The Employee is required to be familiar with the content of the Policy and comply with the terms at all times.
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