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BOGNOR REGIS TOWN COUNCIL WORKING FROM HOME POLICY
Adopted by the Council at its Meeting held on 7th September 2026







Introduction
Bognor Regis Town Council recognises that flexible working arrangements, including working from home, can support effective service delivery, employee wellbeing and work-life balance.
Working from home is not an automatic entitlement and must be agreed in advance. The Council will consider requests in line with operational requirements, the nature of the role, and the need to maintain high-quality public services.
This policy sets out the Council’s approach to working from home and the responsibilities of employees and managers.

Scope
This policy applies to all employees of the Council. It does not apply to Members.
Working from home may be considered on an occasional or regular basis where appropriate to the role and agreed by the Town Clerk.

Core Principles
The Council will support flexible working arrangements where these can be accommodated without detriment to service delivery.
Working from home arrangements will be based on trust and accountability. Employees are expected to maintain the same standards of performance, conduct and availability as when working from Council premises.
Decisions on working from home will be made on a case-by-case basis, taking into account operational needs, team requirements and the suitability of the role.

Roles and Responsibilities
Overall responsibility for working from home arrangements rests with the Town Clerk.
Managers are responsible for considering requests, ensuring that service delivery is maintained, and that appropriate supervision and communication arrangements are in place.
Employees are responsible for ensuring that they remain contactable during working hours, carry out their duties effectively, and comply with all relevant Council policies, including those relating to data protection, confidentiality and health and safety.

Arrangements for Working from Home
Working from home must be agreed in advance and may be subject to review or withdrawal where operational requirements change.
Employees must ensure that they have a suitable working environment at home, including a safe workspace and appropriate equipment. The Council may provide equipment where necessary, but employees remain responsible for taking reasonable care of any equipment provided.
Employees are expected to work their normal hours unless otherwise agreed, remain available via agreed communication methods, and attend Council premises when required.
Where operational circumstances require, the Town Clerk may direct employees to work from home, or alternatively require employees to attend Council premises, in order to maintain service delivery and business continuity. Employees are expected to cooperate with reasonable arrangements made to ensure that essential Council functions continue to be delivered effectively during periods of disruption or emergency.

Health and Safety
The Council has a duty to ensure, so far as is reasonably practicable, the health and safety of employees working from home.
Employees must take reasonable care of their own health and safety and ensure that their home working environment is suitable. Any concerns relating to Health and Safety must be reported to the Deputy Clerk or the Town Clerk.
The Council may require completion of a basic home working risk assessment where appropriate.

Data Protection and Confidentiality
All Council policies relating to data protection, information governance and confidentiality apply equally when working from home.
Employees must ensure that Council information is kept secure and that personal data is not accessed by unauthorised persons. This includes taking appropriate care when handling documents, using devices, and accessing Council systems.

Equipment and Expenses
The Council may provide equipment necessary for home working where appropriate. Any equipment provided remains the property of the Council and must be used for Council purposes.
The Council will not normally reimburse additional household costs associated with working from home unless otherwise agreed.

Monitoring & Review
Working from home arrangements will be kept under review and may be amended or withdrawn where necessary.
The Town Clerk will monitor the overall effectiveness of this policy.
This policy will be reviewed regularly, or sooner where there are changes in legislation or Council requirements.
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