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Policy: 
ONS recognizes that there may, on occasion, be circumstances when it would be beneficial for staff 
to work at home, either on a temporary basis, or in order to complete a particular task or project. It is 
not possible to offer working from home to all staff as the requirements of some jobs and departments 
will not be suitable for such arrangements. 
 
A staff member may work from home only when their productivity is vital to the needs of the 
organization and when extenuating circumstances, such as a health related issue makes it impossible 
for the staff member to work in the office for a period of time.  
 
1. Agreement to work from home 
 
When an employee makes a request to their manager to work from home, consideration will be given, 
taking into account the suitability of the type of work, the urgency of the work, and the ability of the 
department to effectively function with the staff member at home.  The employer reserves the right to 
withdraw their approval for home working if they believe its use is being abused or for any other 
reasonable needs of ONS to carry out its business. 
 
At any time, the agreement to work from home may be reviewed by the employee or IT department.   
 
2. Working Arrangements 
 
All arrangements for monitoring, supervision, setting work quotas, will be determined by the 
employee’s manager in line with normal job responsibilities. 
 
3. Equipment 
 
Employees who work from home will do so using an ONS supplied laptop computer. No work shall be 
performed on an employee’s own computer. Any equipment provided by the employer for the 
purposes of working at home may be inspected and maintained by the employer.  The staff member 
is required to take reasonable care of all equipment, to keep it secure and to use it in accordance with 
operating instructions, and the ONS IT policy.  They must ensure that any such equipment provided is 
returned at the end of the assignment in good condition. The employee working from home must 
adhere to the following: 
 
• During transit, the employee must not let the ONS laptop out of their possession  
• Equipment and files should only be accessible to the employee and safeguarded from access by 

other members of the household and visitors.   
• When outside ONS, only work on health information in the home 
• Do not permit others to have access to information accessible by the computer 
• Do not make print or copies of work documents 
• Never fax patient information from home 
• Do not enter patient information or other ONS records into a home computer 
• Never email patient information 
• Do not store information on the remote computer 
• Do not record login information on or near the computer 



 

 
4. Reporting Sickness Absence 
 
In the event that the member of staff is sick during a period of working at home then the normal 
employer’s sickness reporting rules apply. 
 
8. Compliance 
 
Failure to comply with any aspect of this policy or related policies may constitute a disciplinary 
offence. 
 
 


