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Temporary Homeworking 
Policy 

 
 

This policy has been approved by the Board of Trustees with reference to the academy’s Equality 
Policy.  The aims of the Equality Policy are to ensure that Plume Academy meets the needs of all, 

taking account of gender, gender identity, ethnicity, culture, religion, language, sexual orientation, 
age, ability, disability and social circumstances. It is important that in this academy we meet the 

diverse needs of students to ensure inclusion for all and that all students are prepared for full 
participation in a multi-ethnic society. 

 
 
 
 

Reviewed:    January 2021 
Next full review due: January 2022 
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1. Aims 
   This policy is for use during the present coronavirus lockdown period.  It is stressed throughout the 

policy that it is temporary and only applies during this further remote learning period. The 
academy may, therefore, alter or adapt the policy should it be deemed necessary or if Government 
statutory guidance dictates. 

 
This policy applies to all staff, with the exception of volunteers and invigilators. 
 

2. Roles and responsibilities    

2.1 Executive Principal 

 The Executive Principal is ultimately responsible for ensuring that this working from home 
policy is applied consistently across the academy.  

2.2 The Board of Trustees  

 The Board of Trustees will need to approve and ratify this policy as per standard and 
established protocol. 

2.3 Other staff  

 Staff will need to ensure they follow the expectations laid out in this policy. 
 

3. Circumstances when staff may work from home 
 
This temporary homeworking policy only applies during the present COVID-19 lockdown period.  It 
applies to those who have to work from home during this further lockdown period because of 
Government guidance or because the academy has made the decision to ask colleagues to work 
from home to prevent the spread of the virus and therefore, safeguard the health and safety of its 
stakeholders, especially those who continue to attend during the working day. 

 
The policy also sets out the main considerations that the academy and its stakeholders should 
consider during this further temporary period of homeworking.  

 

4. Working hours  
When working from home, staff are expected to be available as per their usual contractual hours. 
Outside of these hours, staff are not required to correspond with other staff members, parents, 
carers or students unless in it is viewed as being extremely urgent or an emergency situation. They 
may also work flexible hours as agreed with their line manager or after written agreement from the 
Executive Principal or Director of Human Resources. 
 

5. Duties  
Wherever possible, staff working from home will carry out their normal duties in line with their job 
description/contract of employment, with adaptations where necessary, as required and again, as 
agreed. Any adaptations will follow academy practice or otherwise be agreed with the individual’s 
line manager, the Director of HR or the Executive Principal. 
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Where it is not possible for a staff member to carry out some or all of their normal duties from 
home, their line manager will discuss and provisionally agree alternative arrangements with the 
individual concerned. 
 
Where staff are unsure about what work they should be carrying out while working from home, they 
should speak to their direct line manager in the first instance. 
 
Staff may also make use of time by completing CPD requirements or webinars linked to their specific 
area of work.  In addition, training can be completed using the various Handsam training 
programmes. 
 

6. Wellbeing support   
To support the wellbeing of staff who are working from home, staff should communicate with their 
line manager if their wellbeing is being affected whilst working from home. The Line Manager will 
then agree a work schedule with the member of staff on a daily and weekly basis. It will be up to 
staff to manage their time to ensure that the work is completed promptly and satisfactorily and 
whilst liaising with their line manager at the same time. 

 
The staff member and/or line manager can also raise and discuss any wellbeing concerns with their 
respective SLT line manager at any point in time they wish or feel it appropriate to do so. 
 
The Director of Human Resources will also be available to discuss any concerns that staff or line 
managers may have, plus additional support that can be offered by the Educational Support 
Partnership the academy continues to subscribe to for the benefit of all of all our staff. 
 

7. Safeguarding  
Where staff are interacting online with students while working from home, they will, without 
exception, continue to follow our existing policies and procedures. 
 
In particular, staff are expected to adhere to our ratified: 
 

 IT Acceptable User Policy 

 Child Protection Policy 

 Child Protection Covid-19 addendum 

 Social Media Policy 

 Remote Learning Policy 
 

8. Technical support  

8.1 Equipment  

 Staff will be able to request technical equipment in cases where they do not have access to a 
laptop/tablet that they can use at home during working hours. 

 All requests will be subject to approval based on a hierarchy of need and availability of 
equipment at the time.  

 The academy will ensure that staff have the necessary equipment and access to the 
necessary sites, including access to the Academy’s FROG platform, throughout this further 
remote learning/homeworking period. 
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Personal equipment that a staff member uses for work purposes at home remains their 
responsibility and the academy is not liable for any loss, damage, repair or replacement of any 
personal equipment. If an item of equipment is deemed necessary for work, the staff member 
should contact their respective line manager to discuss this in the first instance.  
 
All equipment used by the staff member in their home environment must be deemed as being safe 
as well as fit for purpose.  

8.2 IT support  

 If staff are having issues with technical equipment whilst working from home, they should 
contact ICT Support at ictsupport@plume.essex.sch.uk.   

8.3 Workstation safety 

 Plume Academy recommends that staff set up an appropriate space for working at home so 
they do not cause physical injury to themselves.  

 Where possible, it recommends that staff aim to:  
 

- Sit upright at a table/desk, on a chair  
- Raise their laptop/tablet (e.g. using books or a stand) 
- Use a separate keyboard and mouse 
- Have appropriate lighting near to the workstation  
 

 Further training is available via our Handsam training programme which the academy also 
continues to subscribe to. 

 

9. GDPR and Data Protection  
All staff members will take appropriate steps to ensure their devices remain secure. This includes, 
but is not limited to: 
 

 Keeping the device password-protected – strong passwords are at least 8 characters, with 
a combination of upper and lower-case letters, numbers and special characters (e.g. an 
asterisk or currency symbol) 

 Ensuring the hard drive is encrypted – this means if the device is lost or stolen, no one can 
access the files stored on the hard drive by attaching it to a new device 

 Making sure the device locks if left inactive for a period of time 

 Not sharing the device among family or friends 

 Installing anti-virus and anti-spyware software 

 Keeping operating systems up to date; staff members should always install the latest 
updates without delay 

 
Staff must always keep the academy’s data and materials safe and secure, ensuring reasonable 
precautions are being taken to maintain confidentiality in accordance with the academy’s Data 
Protection Policy.  If any staff member has a query relating to this aspect, please contact Richard 
Scott, our nominated Data Protection Officer, in the first instance. 

 

10. Monitoring arrangements  
This policy will be reviewed as and when required in line with national and/or local requirements, 
however, this will be at least on an annual basis. As has been emphasised throughout this policy, 
these arrangements for staff working from home are temporary and to cover this further COVID-19 
national lockdown period.  

mailto:ictsupport@plume.essex.sch.uk
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*All such arrangements and any subsequent changes remain at the discretion of the academy. 
 
At every review, this policy will, as per standard process, need to be approved by the academy’s 
Board of Trustees. 
 

11. Links to other policies  
This policy links to the following policies:  

 Remote Learning Policy 

 Child Protection and COVID-19 Addendum Policies 

 ICT Acceptable User Policy 

 GDPR and Data Protection Policy  

 Staff Code of Conduct Policy 


