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1.  SCOPE  
 1.1 This policy applies only to specific members of the Harbour Support Services (HSS) and is a contractual 
 arrangement.  It is considered that certain HSS jobs can be done just as effectively and efficiently from home 
 and/or the job involves frequent/regular visits across school sites.  For the avoidance of doubt, roles that are 
 deemed appropriate for home working are determined by the Senior Leadership Team for Harbour and these 
 roles are predominantly in the following support teams:  

  
• Estates  
• Executive and Senior Leadership  
• Finance  
• People  
• Trust Education team  
• Governance 

  
1.2 Other specific roles are considered appropriate to be a home working role such as IT Services Lead, Strategic 

Catering Lead, CPD Lead, Information and Governance Lead, Senior Executive Assistant, Senior Clerk and other 
LGB clerks who work over 25 hours per month.  

  
1.3 For the avoidance of any doubt, this policy does not apply to other employees of the Trust (including other 

members of the HSS not named above), who will be expected to work from relevant schools.  
  
1.4 The guidance covers laptop, desktop PC or paper-based work from an employee’s home. The same principles 

apply if using a laptop in any remote/offsite location, e.g.:  
  

• whilst travelling  
• at another organisation’s workplace  
• from home  
• from other Trust locations  

  
1.5 You will be required to work from your home address for the duration of your homeworking arrangement. If you 

wish to work from a different location at any time, this will need to be agreed with your line manager in advance. 
If your home is outside of the county of Devon, you will need to agree an approach with your line manager which 
may be different. You are not permitted to work outside of the country.  

 
1.6  Roles and Responsibilities of Line Managers 
1.6.1 “Roles and Responsibilities of line managers” is an additional homeworking document to be read in conjunction 

with this policy for those with line management responsibilities.   This is available from the People Team. 
 

2.  INTRODUCTION  
 2.1 The Trust recognises that employees who are homeworking need to feel safe and comfortable, maintaining 
 trust, empowerment and respect. Different personalities have different needs and strong workplace 
 relationships are essential.    
 
 2.2 Working at home, either on a laptop, desktop PC or carrying out paper-based work is a low risk activity. This 
 type of working pattern can offer a range of potential benefits, but there are also associated hazards.     
  
 2.3 These include:  

• Working in isolation (wellbeing, stress or personal safety and accidents).  
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• Aspects of the work environment like display screen equipment (DSE), fire safety and electrical safety.   
  
 2.4 The guidance in this policy provides practical advice on steps to take to ensure work at home is carried out in 
 a healthy and safe way. The checklist at Appendix 1 is for staff to consider the safety of their homeworking 
 environment.  
         
3.  INSURANCE  
 3.1 The Risk Protection Arrangement is in place.  The Trust is not liable for any loss, injury or damage that may be 
 caused from any equipment that is not provided by the Trust but required by the employee to work from home.  
  
 3.2 Home insurance may be affected by having to work from home.  Staff should check this with their home 
 insurance provider.  
  
 3.3 Employees should check with their home insurer to ensure that homeworking does not invalidate their own 
 policy.  
 
4. ACCIDENTS, INCIDENTS AND ILL HEALTH REPORTING   
 4.1 Accidents and near misses should all be reported immediately to the line manager, the Estates Lead and  the 
 People Services Lead.  
  
 4.2 Sickness Absence should be reported to the line manager in the first instance, as explained in the Managing 
 Sickness Absence Policy.  
  
5.  EXPENSES  
5.1  Travel Expenses  
5.1.1 The contracts of employment for permanent homeworkers will reflect the fact that their normal place of work is 

home.  Within the County of Devon, reasonable and necessary car mileage expenses will be payable for work 
related journeys beginning and ending at the home base.  Those homeworking employees not living within the 
County of Devon should liaise with their line manager regarding travel expenses, this has been authorized for two 
members of staff.    

  
 5.1.2 All other terms and conditions of employment remain unchanged by homeworking.  
  
 5.1.2 Microsoft Teams should be used where appropriate and business journeys should be limited to the essential 
 delivery of individual roles.  Those covered under this policy should liaise with their line manager in advance if 
 increased business mileage is anticipated.  
  
 5.2  Homeworking Allowance  
5.2.1 A monthly allowance of £26, paid via payroll, will be made available to permanent homeworkers, the amount will 

be reviewed annually each September and in line with HMRC rules.  It is expected that this amount is used to 
ensure efficient broadband quality to enable the employee to work efficiently and effectively.   

  
5.2.2 The flat rate payment applies equally to part-time and full-time staff and will not be subject to tax, National 

Insurance or pension deductions.  Employees in receipt of the homeworking allowance should ensure that they 
are not claiming additional credit from HMRC for working from home via their tax code or other such arrangement.  
In such instances of double claiming the Trust will not be held liable for any amounts that may be due for 
repayment to HMRC.  
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5.2.3 There is no requirement for the employee to keep records of additional costs incurred in order to receive the 
homeworking allowance.   

  
 5.3  Tax matters  
5.3.1 It is the employees’ responsibility to seek specific advice on tax matters and implications with regard to 

homeworking e.g. capital gains.  
  

6.  OTHER CONSIDERATIONS   
 6.1  Business Rates  
6.1.1 Where an area of the home is dedicated exclusively to work, there could be a liability for business rates, but 

 this is unlikely where business use is subsidiary to domestic use (e.g. a desk in a room that is also used for 
 domestic purposes). For further information visit www.voa.gov.uk.  

   
 6.2  Planning   
6.2.1 Planning permission may need to be considered by employees in relation to working from home. There may be a 

planning condition imposed on the original planning permission for the property, which could prevent home 
working that the employee needs to check. Otherwise, planning permission would only need to be sought if the 
change of use to working from home would change the overall character of the property e.g. a marked rise in 
traffic or people calling, or disturbance to neighbours at unreasonable hours. All of these situations are highly 
unlikely if the guidance in this policy is adhered to.   

  
 6.3  Possible legal restrictions  
6.3.1 Employees need to check that there is no legal obstacle to them working from home, e.g. a restrictive covenant 

attached to the lease or deeds of the property forbidding non-domestic activity. If the property is rented, the 
landlord’s agreement to the arrangements for home working may be necessary.  

  
7.  COMMUNICATIONS  
 7.1  Meetings  
7.1.1 An employee must never have meetings in their home with pupils or parents, nor give them their home 

 address or telephone number.  
  
 7.2  Dress Code and Online Meetings  
7.2.1 There is an expectation that for online meetings, cameras will be “on”.  Smart casual/smart dress is expected 

 when more formal meetings are taking place.  
  
7.2.2 It is essential that the employee ensures meeting participants know when someone is in the room with 

 them/able to hear the conversation.  The employee must take steps such as closing doors and using 
 headphones to maintain confidentiality.  

  
8.  DATA SECURITY  
8.1 The employee is responsible for ensuring the security of information in their home and outside of the 

 workplace. To comply with data protection legislation, employees must only store or process Trust data on 
 equipment which has been provided by or authorised by the Trust.  

  
8.2 To comply with data protection legislation, the Trust retains the right to conduct a data protection impact 

 assessment (DPIA) to assess the risks involved with data processing in the home. Where this is necessary, the 
 Trust will contact you to arrange the DPIA.  

  

http://www.voa.gov.uk/
http://www.voa.gov.uk/
http://www.voa.gov.uk/
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8.3 A useful homeworking security guide has been prepared and can be found at Appendix 7.  All confidential 
documents should be locked away; suitable lockable storage will be provided by the Trust on request when 
needed.  Employees should also comply with the Trust's other policies on Data Protection and Privacy.  

  
8.4 Any documentation used during the course of homeworking, which may hold confidential or Trust sensitive 

information, should be stored and treated as if they were confidential. Employees should not dispose of any 
confidential paperwork at home.  All confidential paperwork should be collected and disposed of in the 
Trust confidential waste bins when the employee visits Trust premises.  

  
9.  DISPLAY SCREEN EQUIPMENT (DSE)  
9.1 Permanent homeworkers should be aware that setting up their workstation correctly at home is equally as 

important as when they are in the office, and the same principles apply. A workstation includes the desk or 
table, chair, and PC or laptop.   

  
9.2 If a homeworking employee is experiencing pain or discomfort or have an underlying health condition which is 

affecting their work, after completing the checklist at Appendix 1, they should contact their line manager who 
will be able to organise a full DSE assessment via Occupational Health.  Please liaise with the People Services 
Lead in the first instance who can help arrange this and support the line manager through the process.    

  
9.3 Whilst it may seem easier to simply open the laptop and start working without making any adjustments, this 

can lead to poor posture, which can cause pain and discomfort over time. It is well worth taking a couple of 
minutes to set up a workstation correctly every time the employee starts work.    

  
  See Appendix 5 - Tips for working on a PC or laptop at home  

  
10.  WELLBEING  
 10.1  Hours of Work  
10.1.1 The hours of work should not exceed those in the contract of employment and in any case those applied through 

the Working Time Directive.    
  

10.2   Support resources  
10.2.1 A range of support Wellbeing resources are available at Appendix 6.  Additional support may be available by 
 speaking to the employee’s line manager.  

  
 10.3  Home Working, Wellbeing and Lone Working Risk Assessments  

10.3.1 See Appendices 2 and 3  
 
10.3.2 Concerns relating to wellbeing at work should be discussed with the line manager.  
  
11.  SAFE WORKING ENVIRONMENT  
 11.1  Fire and electrical safety  
 11.1.1 Employees should make sure they have smoke alarms fitted and check these regularly.        
    
 http://www.dsfire.gov.uk/YourSafety/SafetyInTheHome/SmokeAlarms/index.cfm?siteCategoryId=1  
  
 11.1.2  Employees should not overload sockets adaptors. This online tool can assist in deciding if a socket is 

overloaded.  
 
  Electrical Safety Advice for Overloading Sockets 

http://www.dsfire.gov.uk/YourSafety/SafetyInTheHome/SmokeAlarms/index.cfm?siteCategoryId=1
http://www.dsfire.gov.uk/YourSafety/SafetyInTheHome/SmokeAlarms/index.cfm?siteCategoryId=1
https://www.electricalsafetyfirst.org.uk/safety-advice/home-and-people/house-maintenance/overloading-sockets/
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 11.1.3 Employees should carry out regular visual checks on plugs, cables and electrical equipment and should not 

use items which have damaged casing, cables, plugs, scorch marks or other signs of damage.   
 Further information is available from the Health and Safety Executive.  
  

11.1.4 Employees should ensure Trust owned electrical equipment has been PAT tested (it should have a sticker 
confirming this).  

  
 11.2  Emergencies (including first aid)  
11.2.1 Employees should:  

• make sure they have access to basic first aid provisions  
• have an emergency plan including what to do if there is a fire  
• report work related accidents and incidents to their line manager, the Estates Lead and the People 

Services Lead.    
  

 11.3    General working environment  
 11.3.1 Employees should:  

• Give themselves enough space to work comfortably and move around.  
• Ensure their work area is free from trip hazards like trailing cables, bags other items etc.  
• Make sure there is adequate lighting, temperature, and ventilation.  

 
11.3.2 Employees are reminded to use the homeworking checklist at Appendix 1 to assess their home working 

environment on an annual basis.  
  
12.  DEPENDANT CARE 
12.1 The Trust recognises that it may not always be possible for employees to arrange dependant care due to 

unforeseen circumstances. It is a condition of the Homeworking Agreement that  arrangements for regular 
dependant care are made in order to allow the employee to efficiently work from home without disruption. Any 
changes to dependant care arrangements that will impact on an employee working from home should be 
reported to the line manager immediately to enable appropriate support to be provided and alternative 
arrangements considered where necessary.   

  
13.  REVIEW OF A HOMEWORKING AGREEMENT  
13.1 Any homeworking arrangement should be reviewed periodically (at least once a year). This will allow both 

parties to assess whether the arrangement is still appropriate.   
  
14.  TERMINATION OF A HOMEWORKING AGREEMENT   
14.1 A Homeworking Agreement can be terminated, by either party, by giving three months’ notice. This may be 

varied in exceptional circumstances. Where the agreement relates to permanent homeworking, advice should 
be sought from ELT in conjunction with the People Services Lead as the termination of the Homeworking 
Agreement may have wider consequences to the contract of employment.  

  
14.2 Upon termination of any Homeworking Agreement, an employee will return all equipment provided by the Trust. 

Where necessary, the Trust may need to arrange a home visit to reclaim equipment and will contact the 
employee to make the appropriate arrangements.  

  
15.  USEFUL INFORMATION  

 

https://www.hse.gov.uk/pubns/indg236.htm
https://www.hse.gov.uk/pubns/indg236.htm
https://www.hse.gov.uk/pubns/indg236.htm
https://www.hse.gov.uk/firstaid/faqs.htm#first-aid-box
https://www.hse.gov.uk/firstaid/faqs.htm#first-aid-box
https://avonfire.gov.uk/safety-advice/fire-safety/escape-plans
https://avonfire.gov.uk/safety-advice/fire-safety/escape-plans
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•  Health and Safety Executive:   
  Home working - HSE   

• Chartered  Institute of Ergonomics and Human Factors infographics:  
  Free Home Work Infographic | Human Focus | 
  

https://www.hse.gov.uk/home-working/index.htm
https://www.hse.gov.uk/home-working/index.htm
https://www.hse.gov.uk/home-working/index.htm
https://www.hse.gov.uk/home-working/index.htm
https://humanfocus.co.uk/infographics/free-home-work-infographic/
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APPENDIX 1:  HOMEWORKING CHECKLIST  
  

 
Use this checklist to identify any possible hazards in your homeworking area. Once completed, this checklist can be used 
in discussion with your line manager to confirm working arrangements and help you complete a risk assessment.  
  

Employee (full name):    

Job Title:    

Line Manager:    

Home workplace location (room)    

Date:    

   
   Identification of Potential Hazard Yes or 

No 
Comments  

A: Working environment   

1. Is there adequate space in the area you are working in to work safely?      

2. Is your working area free from tripping hazards (e.g. trailing cables)?      

3. Are objects like equipment, bags, paper, files and books stored safely?      

4. Is there an adequate working temperature (Minimum 16 °C)?      

5. Is there adequate lighting?      

B: Display screen equipment      

1.  Have you used the visual checklist  Free Home Work Infographic | Human Focus |  
  

    

2. Have you completed the HSE assessment in the last twelve months?      

3. Have any concerns from the above been followed up with your line  
     manager?  

    

C: Emergency actions      

1. Do you have access to basic first aid provisions?      

2. Do you know what to do in an emergency, and have you worked out a fire 
drill so you and anyone else in the house knows what to do and where to go 
in case of a fire?  

    

https://humanfocus.co.uk/infographics/free-home-work-infographic/
https://humanfocus.co.uk/infographics/free-home-work-infographic/
https://humanfocus.co.uk/infographics/free-home-work-infographic/
https://humanfocus.co.uk/infographics/free-home-work-infographic/
https://humanfocus.co.uk/infographics/free-home-work-infographic/
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   Identification of Potential Hazard Yes or 
No 

Comments  

3. Are smoke detector/s fitted?      

4. Are you familiar with procedures for accident and incident reporting?      

D: Electrical safety      

1. Are Trust owned portable electrical appliances PAT tested with a sticker 
     applied?  

    

2. Do you carry out frequent visual checks on plugs, wiring and casings of  
    electrical equipment?  
  

    

Employee signature:  
  
Print name:  

  
  
  

Date:   

Line manager signature:  
  
Print name:  

  Date:   
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APPENDIX 2:  LONE WORKING RISK ASSESSMENT  
 RAA13 Lone Working 28.7.25.docx 
                   
 
APPENDIX 3:  HOMEWORKING RISK ASSESSMENT   
 RAA13c Ventrus Homeworking 28.7.25.docx 

 
  
APPENDIX 4:  HSE DSE ASSESSMENT  
Display screen equipment (DSE) workstation checklist (hse.gov.uk)  
 

 
  
  

https://thepat.sharepoint.com/:w:/r/sites/VentrusAdministrators-Premises/Shared%20Documents/Risk%20Assessments/RAA13%20Lone%20Working%2028.7.25.docx?d=wd83f0943c34c40b19a7c0bcb42d62684&csf=1&web=1&e=h3EmQ1
https://thepat.sharepoint.com/:w:/r/sites/VentrusAdministrators-Premises/Shared%20Documents/Risk%20Assessments/RAA13c%20Ventrus%20Homeworking%2028.7.25.docx?d=w94c6ecad830f4e7f8f0a63bb3f116a35&csf=1&web=1&e=aOYxfd
https://www.hse.gov.uk/pubns/ck1.htm
https://www.hse.gov.uk/pubns/ck1.htm
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APPENDIX 5:  GENERAL GUIDANCE - WORKSTATION, WORKING FROM HOME  
 
1. Raise your screen  
  Make sure your screen is raised so that the top of the screen is at eye level.  This can be done using an 
 adjustable laptop stand, a box or some books if necessary.  
 
2. Use a separate keyboard and mouse 
  This allows the laptop screen to be positioned correctly.  
 
3.  Report pain or discomfort 
  If you feel discomfort, report it to your line manager as soon as you notice it. In some circumstances, an opinion 
 from, or referral to, the Occupational Health Service may be appropriate.  The People Team can support with 
 the referral process. Please speak to your line manager in the first instance. 
 
4. Adjust your chair height  
   Your arms should be at right angles, with forearms horizontal and lightly supported by the work  surface. You 
 may need a footrest if your feet are not firmly on the floor.  
  
5. Make sure the lower back is well supported  
  Support for your lower back will help encourage good posture. You can use a folded towel to give you more 
 support or consider a back-support cushion if needed.  
  
6.  Take regular, short breaks  
  Move around for five or ten minutes every hour, aiming for frequent, short breaks. Consider taking micro 
 breaks to stretch, move around, change activity by taking a phone call, do some  reading or get a drink to 
 avoid prolonged static postures.  
  
  Take more frequent breaks if your DSE setup is not optimal or if you are experiencing discomfort.  
  
  Try to avoid using phones or tablets for a long time, sitting on unsupportive seating such as a sofa, and static 
 postures.  
  
 video and practical tips on good posture    
  

http://www.bristol.ac.uk/safety/occupational-health/about/workplace-health/
http://www.bristol.ac.uk/safety/occupational-health/about/workplace-health/
http://www.bristol.ac.uk/safety/occupational-health/about/workplace-health/
http://www.bristol.ac.uk/safety/occupational-health/about/workplace-health/
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flinks-1.govdelivery.com%2FCL0%2Fhttps%3A%252F%252Fwww.hse.gov.uk%252Fmsd%252Fdse%252Fhome-working.htm%253Futm_source%3Dgovdelivery%2526utm_medium%3Demail%2526utm_campaign%3Dguidance-push%2526utm_term%3Dhomeworking-4%2526utm_content%3Ddigest-19-sep-24%2523good-posture-video%2F1%2F0100019209c89ca7-214bdd6f-587c-4fb5-8e1b-d1287ca4b23f-000000%2FIAx8wbz4eH8NQA67DT2pApnPn4k9iab5n6m2N_Lmzd8%3D371&data=05%7C02%7CSSamuel%40ventrus.org.uk%7C8c6f772bedac4a98d90e08dcd95c9066%7C668515dda7fb41788c34b3c52dd93f70%7C1%7C0%7C638624238804297511%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=DAOQ%2FVgMc2NgoIH7Rgc66gtdpAV1PcD9%2B4wPIR7Dxdg%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flinks-1.govdelivery.com%2FCL0%2Fhttps%3A%252F%252Fwww.hse.gov.uk%252Fmsd%252Fdse%252Fhome-working.htm%253Futm_source%3Dgovdelivery%2526utm_medium%3Demail%2526utm_campaign%3Dguidance-push%2526utm_term%3Dhomeworking-4%2526utm_content%3Ddigest-19-sep-24%2523good-posture-video%2F1%2F0100019209c89ca7-214bdd6f-587c-4fb5-8e1b-d1287ca4b23f-000000%2FIAx8wbz4eH8NQA67DT2pApnPn4k9iab5n6m2N_Lmzd8%3D371&data=05%7C02%7CSSamuel%40ventrus.org.uk%7C8c6f772bedac4a98d90e08dcd95c9066%7C668515dda7fb41788c34b3c52dd93f70%7C1%7C0%7C638624238804297511%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=DAOQ%2FVgMc2NgoIH7Rgc66gtdpAV1PcD9%2B4wPIR7Dxdg%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flinks-1.govdelivery.com%2FCL0%2Fhttps%3A%252F%252Fwww.hse.gov.uk%252Fmsd%252Fdse%252Fhome-working.htm%253Futm_source%3Dgovdelivery%2526utm_medium%3Demail%2526utm_campaign%3Dguidance-push%2526utm_term%3Dhomeworking-4%2526utm_content%3Ddigest-19-sep-24%2523good-posture-video%2F1%2F0100019209c89ca7-214bdd6f-587c-4fb5-8e1b-d1287ca4b23f-000000%2FIAx8wbz4eH8NQA67DT2pApnPn4k9iab5n6m2N_Lmzd8%3D371&data=05%7C02%7CSSamuel%40ventrus.org.uk%7C8c6f772bedac4a98d90e08dcd95c9066%7C668515dda7fb41788c34b3c52dd93f70%7C1%7C0%7C638624238804297511%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=DAOQ%2FVgMc2NgoIH7Rgc66gtdpAV1PcD9%2B4wPIR7Dxdg%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flinks-1.govdelivery.com%2FCL0%2Fhttps%3A%252F%252Fwww.hse.gov.uk%252Fmsd%252Fdse%252Fhome-working.htm%253Futm_source%3Dgovdelivery%2526utm_medium%3Demail%2526utm_campaign%3Dguidance-push%2526utm_term%3Dhomeworking-4%2526utm_content%3Ddigest-19-sep-24%2523good-posture-video%2F1%2F0100019209c89ca7-214bdd6f-587c-4fb5-8e1b-d1287ca4b23f-000000%2FIAx8wbz4eH8NQA67DT2pApnPn4k9iab5n6m2N_Lmzd8%3D371&data=05%7C02%7CSSamuel%40ventrus.org.uk%7C8c6f772bedac4a98d90e08dcd95c9066%7C668515dda7fb41788c34b3c52dd93f70%7C1%7C0%7C638624238804297511%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=DAOQ%2FVgMc2NgoIH7Rgc66gtdpAV1PcD9%2B4wPIR7Dxdg%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flinks-1.govdelivery.com%2FCL0%2Fhttps%3A%252F%252Fwww.hse.gov.uk%252Fmsd%252Fdse%252Fhome-working.htm%253Futm_source%3Dgovdelivery%2526utm_medium%3Demail%2526utm_campaign%3Dguidance-push%2526utm_term%3Dhomeworking-4%2526utm_content%3Ddigest-19-sep-24%2523good-posture-video%2F1%2F0100019209c89ca7-214bdd6f-587c-4fb5-8e1b-d1287ca4b23f-000000%2FIAx8wbz4eH8NQA67DT2pApnPn4k9iab5n6m2N_Lmzd8%3D371&data=05%7C02%7CSSamuel%40ventrus.org.uk%7C8c6f772bedac4a98d90e08dcd95c9066%7C668515dda7fb41788c34b3c52dd93f70%7C1%7C0%7C638624238804297511%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=DAOQ%2FVgMc2NgoIH7Rgc66gtdpAV1PcD9%2B4wPIR7Dxdg%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flinks-1.govdelivery.com%2FCL0%2Fhttps%3A%252F%252Fwww.hse.gov.uk%252Fmsd%252Fdse%252Fhome-working.htm%253Futm_source%3Dgovdelivery%2526utm_medium%3Demail%2526utm_campaign%3Dguidance-push%2526utm_term%3Dhomeworking-4%2526utm_content%3Ddigest-19-sep-24%2523good-posture-video%2F1%2F0100019209c89ca7-214bdd6f-587c-4fb5-8e1b-d1287ca4b23f-000000%2FIAx8wbz4eH8NQA67DT2pApnPn4k9iab5n6m2N_Lmzd8%3D371&data=05%7C02%7CSSamuel%40ventrus.org.uk%7C8c6f772bedac4a98d90e08dcd95c9066%7C668515dda7fb41788c34b3c52dd93f70%7C1%7C0%7C638624238804297511%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=DAOQ%2FVgMc2NgoIH7Rgc66gtdpAV1PcD9%2B4wPIR7Dxdg%3D&reserved=0
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APPENDIX 6: WELLBEING RESOURCES  
  
Online guidance  
Public Health England has published online guidance setting out principles to follow, in order to help people manage their 
mental health.  
  
 https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-
inmental-health-applying-all-our-health  
  
Keeping in contact (line managers and employees)   
Line managers will keep in touch with employees on a regular basis. If you are having problems coping, please contact 
your line manager in the first instance.  
  
Counselling helplines  
The Trust uses the following counselling helplines, available free of charge:  
  
Education Support - https://www.educationsupport.org.uk/  
  
Talkworks - https://www.talkworks.dpt.nhs.uk/  
  
There are also a number of NHS / charity helplines, which can be found here: https://www.nhs.uk/mental-
health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-frommental-health-helplines/  
  
Look after your physical wellbeing  
It is widely known that physical health has a big impact on emotional and mental wellbeing.   The Trust encourages 
employees (whether or not you are working from home or in a school) to build some exercise into your day.  There are 
resources here: Every Mind Matters - NHS (www.nhs.uk)  
  
Caring for sleep  
The NHS provides advice and tips here. Productivity during working hours will almost inevitably improve with better 
quality of sleep.  
  
Health & Safety in the home workplace  
As well as the IT and logistical challenges that come with working from home, the Trust has a duty of care to take all steps 
that are reasonably necessary to ensure the health, safety and welfare of employees, and provide and maintain a safe 
system of work. This is particularly pertinent where the length of time working from home may well be extensive. As a 
result, we recommend that you adopt the correct posture for desk use, and that you take regular breaks.  
  
For those employees who are using a computer whilst working at home, whilst a temporary desk set-up might be suitable 
for short-term use, it might have more adverse effects if used for a longer period of time (for example, working at a low 
coffee table, or sitting on a stool instead of a chair with proper back support).  
  
If you have any questions regarding your homeworking arrangement, please contact your line manager in the first 
instance.    
  
and finally …  
  
Employee responsibilities  
Employees also have a responsibility to take reasonable care of their own health and safety.  

https://www.nhs.uk/oneyou/every-mind-matters/
https://www.nhs.uk/oneyou/every-mind-matters/
https://www.nhs.uk/oneyou/every-mind-matters/
https://www.nhs.uk/oneyou/every-mind-matters/
https://www.nhs.uk/oneyou/every-mind-matters/
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.gov.uk/government/publications/wellbeing-in-mental-health-applying-all-our-health/wellbeing-in-mental-health-applying-all-our-health
https://www.educationsupport.org.uk/
https://www.educationsupport.org.uk/
https://www.educationsupport.org.uk/
https://www.talkworks.dpt.nhs.uk/
https://www.talkworks.dpt.nhs.uk/
https://www.talkworks.dpt.nhs.uk/
https://www.nhs.uk/conditions/stress-anxiety-depression/mental-health-helplines/
https://www.nhs.uk/conditions/stress-anxiety-depression/mental-health-helplines/
https://www.nhs.uk/conditions/stress-anxiety-depression/mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/mental-health/nhs-voluntary-charity-services/charity-and-voluntary-services/get-help-from-mental-health-helplines/
https://www.nhs.uk/every-mind-matters/
https://www.nhs.uk/every-mind-matters/
https://www.nhs.uk/every-mind-matters/
https://www.nhs.uk/every-mind-matters/
https://www.nhs.uk/every-mind-matters/
https://www.nhs.uk/oneyou/every-mind-matters/sleep/
https://www.nhs.uk/oneyou/every-mind-matters/sleep/
https://www.nhs.uk/oneyou/every-mind-matters/sleep/
https://www.nhs.uk/oneyou/every-mind-matters/sleep/


  
  

THSP/PTSS/30.7.26  Page 14 of 16 

  
Anyone working from home should keep in regular contact with their manager. They should also tell their line manager 
about:  
• any health and safety risks  
• any homeworking arrangements that need to change  
  
Speak to your line manager if you need help with:   
  
• how to follow a routine whilst working from home  
• IT and technology  
• ways to keep up the formal and social flow of work  
  
Looking after your mental health - Information and support - Mental Health UK  
 
Communication and Morale  

 
1. Over communicate - important in our Trust multigenerational teams but even more important when you are 
 working remotely. "If you question whether your colleague will want to know something, share it."  Be 
 proactive, ask, if there is something you want to know.  
 
2. Tell your team how they can reach you - even if you do not manage people, be clear with colleagues about 
 your working arrangements.  
 
3. Keep up more casual communication habits - if you normally catch up with colleagues in person before a 
 meeting, do the same before dialling into a group conference call when everyone is remote. If you normally 
 chat with a colleague first thing in the morning, do the same remotely. Try to follow similar rituals and habits.  
 
4. Stay aligned with Trust culture - Even though working remotely does change interactions since you're no 
 longer together in person, you can still make sure that the little things you did in the office continue. This might 
 include sending funny, work-appropriate emails; chatting about sports or your family or anything else you 
 would normally do whilst making a coffee.  These little things help reduce feelings of isolation and anxiety.  
 
5. Take time for “coffee” chat - since you won't be bumping into your colleagues in the corridors, offices or car 
 parks, you won't have the same opportunity for chitchat and human connection, but it is important to retain 
 this. Make time to contact colleagues, check in personally, share stories, ask how people are doing.   If you are 
 a manager, encourage regular team meetings online.  
 
6. Dress and groom professionally - Your morning prep routine plays a large role in determining your mindset for 
 the day.  You'll find you're more productive when you dress for the day.   
 
 

Remember, if you have any questions, please contact your line manager in the first instance.     

https://mentalhealth-uk.org/information-and-support/
https://mentalhealth-uk.org/information-and-support/
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APPENDIX 7:  HOMEWORKING SECURITY GUIDANCE  

Your line manager will have the details of the Trust Data Protection Officer (DPO) 
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APPENDIX 8:  POLICY HISTORY  
  

Policy 
Date  

Version  Summary of change  Contact  Version/  
Implementation  

Date  

Review 
Date  

Sep 
2021  

  Policy Implemented  SS  September 2021  Sep2022  

26.9.22  1  Title change from Director of Finance to Chief  
Financial Officer  
Appendix 4 – changed from embedded 
document to direct link to HSE website  
Appendix 6 – link updated for NHS exercise 
resources  
Embedded RAs updated (Homeworking and 
Lone working)  
5.1 – Authorised travel expenses for two 
members of staff who live outside the County 
of  
Devon  
  

SS  October 2022  Sep 2023  

07.12.22    1. Scope   
Addition of the following sentence: You are 
not permitted to work outside of the country.  
  

SS  November 2022  Nov 2023  

10.11.23    Updated Homeworking Risk Assessment  
Updated Lone Working Risk Assessment  
Removal of wording “This will facilitate better 
use of premises and potentially increase 
output and quality of work due to fewer 
distractions than working in a shared office 
environment.”. (as requested by BA/GC) from 
Section 1  
  

SS  November 2023  Nov 24  

4.11.24    Updated links as necessary throughout  
Updated list in Section 1 – Scope  

SS  November 2024  Nov 25  

25.7.25    Updated to reflect Trust name change and 
adjustments to appendices as necessary to 
reflect the ELT structure  

SS  July 2025  July 2026  

 30.7.26  1 • Removal of reference to termly team 
meetings being non-claimable for 
expenses 

• Updated links throughout  
• Updated info on post titles in HSS who are 

eligible 

 SS  July 2026  July 2027 
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