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WORKING AT HOME POLICY 
 
1 General Statement 

This policy has been put together to act as guidance for those who need to work at home by agreement with 

your line manager for personal reasons and/or during a declared epidemic or pandemic, such as seasonal 

flu or coronavirus.  Homeworking can be authorised in response to any personal issue or challenge to our 

business such as Business Continuity need. We want to keep our employees safe and to keep our business 

running.  

Homeworking will normally be a temporary arrangement only and employees should have no expectation 

that they can continue to work from home after the epidemic/pandemic outbreak is under control and business 

returns to normal.  

2 Stationery and other expenses 

If you need to purchase anything whilst working form home you must check in advance with your manager 

and claim through expenses in the usual way.  Receipts will be required for the payment of any expenses. 

For the purpose of claiming mileage to client sites, your home will become your usual place of work.  However, 

you will not be able to claim for any journeys which you may need to make to come to your usual office during 

this time if you are required to do so.  

3 Equipment 

You will be provided with a laptop and other equipment to work from home: 

• Make sure you test your IT equipment when you take it home 

• Our usual IT policy applies when you are working from home and we would stress the importance of 

keeping Company data secure and Company business discussions confidential.  

• Raise any issues as soon as possible with the Chief Technical Officer if you have problems accessing 

our systems 

• Ensure you have any essential phone numbers or contact details that you may not be able to access 

easily at home. 

• Ensure your IT equipment is set up so you have the ability to chat, have impromptu meetings, share 

files etc. as if you were sat together, where necessary liaise with the Chief Technical Officer 

4 Setting up for Homeworking 

 

• Not everyone has a home office already set up so find somewhere that will work for you. It can be the 

kitchen or dining table. 

• The Company will provide reasonable support in allocation of equipment, but this will not include 

purchasing office furniture.  In this current climate the Company needs to be extremely mindful of 

budgetary constraints.  

• You must undertake a DSE Assessment and let your manager know if there are any issues 
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• If any issues arise which mean that equipment is required then managers must liaise with the Chief 

Technical Officer.  

• Complete risk assessment form CF201 and give to your line manager. The CTO, Head of H&S and 

wider Senior Manager Team are all available for advice depending on the nature of the query. 

5 Working from Home 

• There should be suitable access to the work room and the employee needs to ensure adequate 
lighting, removing trailing leads and not using the floor or high shelves for storage.  

• Employees will be expected to be available whilst working from home and should inform their manager 
if there are times in the day when they may be unavailable, other than a normal lunch time. 

• Employees must work their normal contractual hours each day.  

• You may need to be more flexible in terms of the work that you do whilst you are working from home 

and should undertake any reasonable management instruction that is given to you. 

• Please let your manager know if you will have dependants to look after when you are working from 

home and how you can work around this. 

• Home workers must make sure they use equipment correctly and take reasonable care of their own 

health and safety. They must also be aware of any risks their work poses to other people, such as 

family members (including children). 

• Remember, normal work requirements still apply, for example: 

➢ drugs and alcohol 

➢ good housekeeping/fire  

➢ lone working policy applies if you are on your own whilst at home. 

• To maintain mental wellbeing it’s important to separate work time and home time, see appendix “A” 

 

6 Sickness and Absence 

• If you fall ill you must follow the usual sickness notification procedure and let your manager know that 

you are unable to work. 

• If you suspect you have contracted Coronavirus you must use the https://111.nhs.uk/service/covid-

19. They will be able to advise and provide a sick certificate from day 1 a copy of which must be 

provided to HR. 

• Unless other contractual arrangements apply, the Company will provide payment for sick absence 

from day 1 at the current SSP rate whilst the Covid-19 outbreak is still in the community    

• If you are sick and unable to work, you should obtain a sickness certificate and send a copy to HR 

who will be able to request a refund from the Government of the SSP element of company sick pay.  

Your GP may be able to do this remotely.  If you are having difficulties in obtaining medical certification 

please let HR know as soon as possible. 

Working from home when sick: 

• As a guide, working from home is not to be used as a substitute for a working in the office day, when 

an employee feels “under the weather” i.e. they feel unable to make the journey into the office but feel 

able to continue their normal work from home. Last minute changes could impact on other team 

members and are therefore difficult to accommodate. 

• An employee who has reported in as sick and have it recorded as such, is not expected to work either 

in the office or at home. 

 

https://111.nhs.uk/service/covid-19
https://111.nhs.uk/service/covid-19
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Appendix “A” Your Wellbeing Whilst Working from Home 

Working from home has a different set of challenges than working from the office.  You will be working to a 

different routine, in a different way and you may feel the effects of feeling isolated from others.   Social contact 

is good for all of us and for protecting our mental health and well-being. Your manager should ensure that 

you are making regular contact with others and that you are setting aside times when you can communicate 

as a team. 

For you own physical health: 

• Remember to get out of the house once a day. If you are self-isolating (e.g. during an epidemic or 
pandemic), spend some time in the garden or outdoor space away from people and remember to 
exercise.  You can undertake exercise as long as you keep away from others during anytime that 
you might be self-isolating. 

• Take proper breaks away from your workstation, as you would normally do in the office. 

• When you are working on your own you can forget how long that you have been sitting at your 
workstation.  Remember to stretch every 20 minutes and ensure you move, get up, do something 
else then go back to your desk. 

• Look after your back and ensure that you sit with your feet flat on the floor in front of you when you 
are at your desk. 

• Take a lunch break. 

• Eat your lunch away from your desk and try to remember to eat healthily when you are at home.   
Anxiety 

Those with anxiety may find this time very hard. Some ideas to help you if you feel anxious include: 

• Limiting the amount of time that you spend reading or watching things which aren't making you feel 
better. So perhaps just watch the news once a day if watching TV news bulletins are making you 
panicky or feeling worried. 

• Stick to reading trustworthy sources of information such as the NHS or the usual UK news channels.  
There is so much misinformation about which is likely to make things seem even worse.  

• Unfollow people on social media who post things which you don’t want to read about.  
• Try to turn off any alerts that you might have to social networking accounts and just read them when 

you feel that you want to.   
• Try to not focus or worry about things which you have little or no control over.  Focus your time and 

energy instead on doing things which make you feel better or which are constructive.  
• Remember to take some time out during the day to be ‘mindful’, to take exercise, eat healthily and 

make sure that you get enough rest. 
• Let your manager know if you need any support during this time – they are there to help you.  
• The number for our Validium Employee Assistance Helpline is 0800 3 58 48 58 and is free for all 

staff to use and we would encourage you to seek advice via this channel.  
 

This policy will be regularly reviewed (minimum annually). 

Signed on behalf of Coombes Forestry Limited 

 

 

Managing Director – Shane Coombes                      July 2020 


