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1. Purpose

1.1. The practice of working from home, or from non-University locations, has always existed within UCLan for academic staff. 

2. Principles

2.1. These guidelines are based around existing practice, built on mutual trust and flexibility and on the broad principles that working off-campus:
· is carried out in line with relevant University policies (see section 8).
· does not change terms and conditions of employment;
· is entirely voluntary;
· is not used instead of any other form of absence;
· does not attract additional pay or expenses as the benefits are seen as usual; and
· does not oblige the University to provide additional/duplicate equipment e.g. PCs and/or chairs.
· will not jeopardise or undermine the wellbeing or welfare of the member of staff or the University’s duty of care in this matter.
2.2. Academic staff members discuss their duties and related working pattern (particularly for part time staff members) with their Appraiser/Line Manager so that their needs and those of the University* are met; this will also include agreed communication methods with colleagues/students.  If an academic staff member is unsure about this requirement, they should discuss this with their Head of School (or designated nominee).  
2.3. During the course of the academic year staff members will be given reasonable notice and expected to attend scheduled meetings on campus e.g. planned School meetings, subject to paragraph 5.
2.4. At the start of each academic semester, students should be made aware of members of their Course Team and how they can contact a member of the team accordingly.  Staff are expected to make clear their availability for informal meetings with students, either on their door, via Blackboard, or on Starfish and for this information to be made available to the CAS hubs.  This would be in addition to formal timetabled meetings with students.


NB: *in its broadest sense, University refers to all stakeholders

3. Nature of work

3.1. Academic staff members have a set of duties that are outlined within their job description and agreed during the annual appraisal process.  
3.2. Academic staff members can carry out their duties at any time and any place compatible with those duties.  
3.3. For most academic staff members, only a proportion of duties require working at a particular place at a particular time, including but not limited to, scheduled commitments on campus, scheduled meetings, academic related activities, exam boards, assessments, course meetings etc.
3.4. In fulfilment of their agreed duties, some academic staff will be expected to offer support to students, which includes availability for informal tutorial and other advice, outside formal contact times.  Academic staff members are expected to manage their own time, and to work on or off campus according to their own judgement.

4. Fulfilling duties off campus

4.1. Besides the obligation to carry out specific duties, academic staff members also have an obligation to be reasonably contactable.  This definition of reasonable contactability would vary according to their duties and should be agreed with their Appraiser/Line Manager.
4.2. When working off campus academic staff members should be in a position to respond to telephone calls or emails with reasonable promptitude, in line with their duties and responsive to current related commitments.  This time frame will vary relative to the academic staff members’ duties during the relevant period; some urgent duties might require a very rapid response while many duties will not.  
4.3. Academic staff members should ensure that they have provided up to date telephone contact details to their Head of School (or designated nominee) and should inform their Head of School (or designated nominee) promptly if their contact details change.

5. Fulfilling duties on campus at short notice

5.1. Academic staff members may be required, as a duty forming part of their workload agreed with their Appraiser/Line Manager, to be on campus at short-notice at certain times e.g. to cover teaching of absent colleagues and necessary meetings and events called at unavoidably short notice.  In such cases, academic staff members would normally be expected to organise themselves so that they can come to campus at short notice to carry out that duty.  


6. Absence due to illness

6.1. It is accepted that, on some occasions, a member of staff may not feel well enough to come to work on campus, but well enough to perform their duties remotely.  However, where the duties of that member of staff require them to be present on campus, or the absence of that member of staff leads to a colleague having to cover any of their duties on campus (e.g. covering teaching commitments or meetings) then this must be reported as sickness absence in line with the sickness absence procedure, unless otherwise agreed with their Line Manager. 

7. Absence due to domestic/personal reasons

7.1. If there are times when academic staff members’ professional duties require them to be in a specific place at a specific time but their personal life has conflicting requirements if they can discuss this with their Head of School (or designated nominee) in order to seek a harmonious solution, for example, possibly utilising the Special Leave Scheme.

8. Relevant University policies and provisions

8.1. Health and Safety
The majority of work undertaken off campus will be paper based or work on a PC.  In general, this is not work involving high risk.  As academic staff members occasionally working off campus are not classed as ‘home workers’, it is not necessary to carry out detailed risk assessments that would otherwise be mandatory under the Management of Health & Safety at Work Regulations 1999.

However, guidance should be issued to academic staff members working off campus to remind them of general risk assessment principals, to raise awareness of potential risk to Health and Safety, and to provide advice to create safe working conditions.  Further useful information can be obtained from the Health and Safety website. 

8.2. Equipment
The University will not normally provide equipment e.g. PCs for an academic staff member working off campus.  Where University equipment is used off campus, the School should ensure that academic staff members are aware of the insurance implications and liabilities (see section 9).  

8.3. Display Screen Equipment (DSE)
A DSE user is a staff member who habitually uses display screen equipment as a significant part of their normal work, regardless of whether they are employed at an employer’s workstation, at a workstation at home or another employer’s workstation.  All University staff members identified as DSE users must complete a DSE risk assessment checklist.  The DSE risk assessment checklist covers a series of logical questions relating to the physical and environmental nature of the workplace and includes aspects of the display screen; keyboard; mouse/trackball; software; furniture and environment. A copy of the DSE risk assessment can be found on the SHE Section DSE and Eye Sight Guidance intranet page. 

8.4. IT/Security
The University’s IT policies still apply while working off campus.  Please note that any University information of any kind transported on devices such as laptops, smartphones etc. must be encrypted using a recommended (or acceptable) method. 

Adequate steps must be taken by the academic staff member to ensure that their PC equipment is protected from viruses and appropriate safeguards must be taken in relation to confidentiality or any material being worked on.

8.5. Insurance
The University holds liability insurances that provide cover for its staff members whenever they are engaged in University business; any University equipment would also be covered.  Further information can be found at the Insurance intranet page.  

9. Costs/expenses

9.1. No contribution will be made by the University to any expenses attached to working off campus such as heating, lighting or council tax costs.



