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1. About this Policy 

This policy has been developed to protect sensitive or valuable data and maintain the 
overall security of data and equipment whilst employees are working remotely. In 
addition, this policy recognises and defines the duty of care and responsibility of The 
Garage to the remote working employees in regard to their health and safety and fair 
treatment.  

Employees must ensure the security of information and systems accessed through 
mobile and remote working arrangements are given due consideration. This policy 
emphasises the importance of staff understanding data protection and safeguarding 
and each individual's responsibilities in relation to these. Information that is related to 
and can identify an individual is called personal data and is protected by the principles 
of the Data Protection Act 1998 and General Data Protection Regulation 2018.  

Remote working employees maintain their existing terms and conditions of employment 
apart from their designated place of work which changes to the remote worker’s defined 
remote site. This policy and procedure does not form part of any employee's contract of 
employment and will be reviewed and updated regularly. The same principles apply as 
outlined in The Garage's Health and Safety Policy and Lone Worker Policy. 

2. Scope 

This policy applies to all employees, permanent or temporary, of The Garage, including 
any agency, freelance or visiting professionals employed to provide services on the 
company's behalf and who may work off-site for all or part of their working week. 
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3. Definitions 

Remote working is a work arrangement that permits an employee to conduct all or some 
of their work at an approved alternative worksite such as the home or in alternative 
office space near to the employee’s home. 

4. Mandatory Procedures 

4.1 Security 

4.1.1 Personal Security 

a) Employees who are remote working should not release any personal data to 
external contacts, such as a home address 

b) Remote workers who are teaching via Zoom should comply with the guidance 
as outlined in the Safeguarding Policy 

4.1.2 Security of Equipment and Data 

a) To ensure safety and security is maintained at all times, a separate allocated 
room should be used for remote working, where possible 

b) When not in use all devices should be locked and password-protected. This 
applies to all devices used to access The Garage data and information, and 
is included but not limited to desktops, laptops, tablets and smartphones.  

c) All files should be saved in The Garage Trust's Sharepoint account, and none 
should be stored locally on devices. Staff have access to personal Sharepoint 
storage as well as the specified sites, where files are only shareable if 
specifically sent to other colleagues. If they are unsure how to access this, 
they should contact IT Support for guidance.  

d) Digital information must only be downloaded or uploaded over a secure 
connection. The only public WiFi networks permitted to be used are those 
provided on any site owned by The Garage Trust.  

e) It is the responsibility of the remote worker to safeguard and protect any The 
Garage information that they hold. 

4.2 Health and Safety 

4.2.1 The remote worker is expected to take primary responsibility for ensuring safe 
and healthy working conditions whilst working offsite.  

4.2.2 The employee must conduct a Display Screen Equipment risk assessment whilst 
remote working once per quarter and return to their line manager.  

4.2.3 The Garage are committed to providing safe working environments and will 
ensure appropriate equipment is made available to all staff who require 
adjustments to their work set up.   

5. Equipment  

5.1 The line manager will agree with the employee any additional equipment or IT 
requirements that are essential to successfully work remotely. Equipment supplied by 
The Garage remains the property of The Garage at all times.  

5.2 The remote worker is expected to: 

a) take reasonable care of the equipment,  
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b) take all reasonable steps to minimise the risk of theft or damage to The 
Garage property or paperwork while these items are off-site 

c) use the equipment only for work purposes and in accordance with standard 
operating policy and procedures 

d) return the equipment to The Garage at the end of the remote working period 

6. Financial Implications 

6.1 Costs associated with the Remote Working Policy and its implementation is the 
responsibility of the Executive Director. These include (but are not limited to): 

a) Costs of appropriate computing and filing equipment and accessories 
b) Reimbursal of costs for postage and packaging where appropriate 
c) Contribution to personal mobile phone costs relevant to the remote working 

period 
d) Training 

6.2 The remote worker is responsible for accessing any tax relief available to employees 
now working from home to cover electricity and other home-related costs 

6.3 The aforementioned lists are not intended to be exhaustive. If there is doubt over 
related costs these must be discussed with their line manager and Executive Director 

7. Monitoring and Review 

7.1 The ongoing implementation of the Remote Working Policy will be monitored through 
the supervision process 

7.2 Any member of staff with a concern regarding these issues should ensure that it is 
discussed with their line manager or with the whole team, where appropriate 

7.3 This policy was last updated on 12th January 2021 and will be reviewed and republished 
no longer than two years after this date. 

8. Related Policies 

 Health and Safety Policy 

 Lone Working Policy  

 Safeguarding Policy 


