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Working From Home Policy

1. Policy Statement

1.1 IZ Energy supports working from home for employees and will agree to, in appropriate circumstances.

1.2 In some cases, occasional or permanent working from home allows 
IZ Energy to accommodate day to day business turnover and a disability of which can be requested as flexible working. 

2. Purpose 

2.1 This policy is intended to provide guidance and good practice to enable employees to work from home effectively and safely.

2.2 The policy recognises that for the majority of employees, working from home will be on an occasional basis and with prior agreement from the line manager.
 
2.3 This policy sets out how requests for working from home can be made, how requests are dealt with and the conditions on which working from home will be approved.

2.4 IZ Energy may amend this policy at any time, at our absolute discretion.  

3. Eligibility

3.1 Employees who are within their probationary period are not eligible to work from home. 

3.2 Each remote working request will be reviewed on a case-by-case basis. 

3.3 Employees eligible for remote working must demonstrate a track record of consistent performance and adherence to IZ Energy’s policies.

3.4 Employees must have the facilities to work from home. For example; your request to work from home will be declined if you do not have the facilities to do so. 

3.5 Employees cannot use their personal laptops to carry work from home as this does not adhere to our Cyber Security and GDPR policies and procedures. 

3.6 HR will need confirmation of approval for working from home from the line manager. 




4. Procedures for requesting to work from home

4.1 Employees are required to: 

· Put in a request via Bright HR (as you would an annual leave request).
 
· Mark your request as “Other” from the drop-down box and complete the comments box by entering “Working from home”. It is optional to put the reason why you have made the request however, you must disclose the reason to your line manager. 

· Submit your request to your line manager and wait for the outcome.

· Working from home requests should not be taken without management approval. 

4.2 Managers are required to: 

· Respond to the request on Bright HR as soon as physically possible. 

· Access the eligibility factors of which will determine the possibility of the employee working from home, this includes the duties of the persons role. 

· If lack of facilities overlaps with the date the employee wishes to work from home, other means of absence recording will need to be explored. For example: annual leave, time off in lieu. 

· To ensure working from home requests are approved / declined prior to the date the employee has requested to work from home. 

5. Work Hours

5.1 Remote employees must adhere to the IZ Energy’s standard working hours.

5.2 Flexibility may be provided, subject to prior approval from the immediate supervisor.

6. Communication

6.1 Remote employees are expected to be responsive during working hours.

6.2 Regular check-ins with the team and supervisor are required.

6.3 Utilize IZ Energy’s communication tools for all work-related discussions.

7. Data Security

7.1 Remote employees must adhere to IZ Energy’s data security policies at all times.

7.2 Use IZ Energy’s secure networks and devices for work-related tasks.

7.3 Confidential information must not be shared with unauthorized personnel.


8. Workspace Requirements

8.1 Remote employees must ensure a designated workspace conducive to productivity.

8.2  Ergonomic standards for home office setups should be followed.

9. Performance Evaluation

9.1 Remote employees will be evaluated based on predefined performance metrics.

9.2 Performance standards will remain consistent with in-office employees.

10. Equipment and Expenses

10.1 IZ Energy will provide necessary equipment and reimburse justifiable work-related expenses as per the company policy.

11. Health and Safety

11.1 Employees must adhere to health and safety guidelines set by IZ Energy.

11.2 In case of any health-related concerns, remote employees must inform their
      supervisor immediately.

12. Termination of Remote Work Arrangement

12.1 IZ Energy reserves the right to terminate a remote work arrangement if the   
  employee fails to adhere to the terms and conditions of the policy.


This policy is subject to periodic review and may be updated as necessary.
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