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WORKING FROM HOME POLICY 

APPROVED AT GOVERNANCE COMMITTEE 16 DECEMBER 2025  

APPROVED AT COUNCIL COMMITTEE 24th March 2026 

 

1.  Case for Returning to Town Hall based work. 

1.1  Whilst home working does reduce travel to work and has both work-life balance and 

environmental benefits for the authority and its staff, it blocks the ability of the public (our 

customers and our parishioners) to access the Council and its staff. 

 

2.  Protocol for Agreeing Home Working 

2.1  The UK Government lifted the restrictions on lock down from the Covid-19 pandemic on 19 

July 2021; there has been sufficient time passes for officers to make the necessary 

adjustments to ensure they can work in the office, where they can deliver office-based 

customer services on the phone and by parishioner walk in’s. 

2.2  If a member of staff wishes to work from home on this must be agreed with the Town Clerk. 

Appropriate consideration will be given to ensure there are adequate arrangements for liaison 

during working from home, so that they are not working in isolation with colleagues 

shouldering additional responsibilities. 

2.3  Home working will be considered primarily in terms of how it will impact on delivery of 

services, with the minimum position being that services can be delivered at the same level as 

if the officer was present in the office.  

2.4 During periods of adverse weather, this is only to be implemented when the Town Clerk is 

unavailable due to either annual leave or sick leave, the need for working from home can be 

discussed with and authorised by the Chair of Governance Committee. 

2.5  Where a member of staff wishes to work from home, they have been provided with a laptop 

so that council documents etc. are retained on a council-owned machine. The Council has 
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obligations under the General Data Protection Regulations which it cannot monitor if its 

business is stored in personal or privately owned machines. Also, when a member of staff 

leaves it is vital that the stored information is retained on a council machine and is not at any 

time considered to be the property of the ex-employee.  

2.6  Any member of staff wanting to work from home as a regular occurrence will be asked to set 

out what conditions they intend to work in; this needs to be put in writing and the appropriate 

Display Screen Equipment Assessment is completed.  

 

3.  Arrangements for the Town Clerk 

3.1  For the purposes of this policy it the Clerk formally advises the Chair of Governance 

Committee when planned to work from home is undertaken, the expectation the Clerk is 

available and working in the office at least four days per week apart from annual leave or 

sickness absence. 

 

4.  Monitoring 

4.1 Where a member of staff is agreed to be working from home on a regular basis this should be 

the subject of a discussion at least once a month with their line manager to ascertain that 

there are no difficulties on either side and that work objectives are being met. Where the 

member of staff wishes to return to office-based working this will be permitted, as it is an 

entirely voluntary exercise.  

4.2  Where the Town Clerk feels there is an issue with communication, ability to deliver services 

at the same or an enhanced level or with liaison with or access to colleagues and members, 

they will require changes to be made to working practices to address these concerns. If they 

cannot address these concerns the approval for working from home may be withdrawn, on 

the basis that it is not compatible with adequate service delivery.  

4.3  Any disputes over a withdrawal of access to home working will be heard by the Town Clerk 

using the Grievance Procedure, and any appeals will be directed to the Staffing Committee.  

Any concerns about liaison with, access to or delivery of services by the Clerk will in the first 

instance be raised with the Chair of Staffing Committees. They will determine if any changes 

to arrangements need to be made and if these are not agreed the matter will also be referred 

to the Staffing Committee whose decision shall be final.  
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5.  Review of the Procedure 

5.1  This procedure will be reviewed at least once during the term of each administration and more 

frequently if considered necessary through a change in circumstances or employment 

legislation. The next regular review is therefore expected to be in the Spring of 2028. 

 

6.  Policy Control 

Approved by: Hereford City Council 

Approval date: 24th March 2026 

Review date:  

Version: 4.0 

Signed by Chair of Council: 

 

Signed by Town Clerk 


