Early and Late Working Policy 
 
Who is covered by this policy? 
 
All staff and volunteers 
 
What does this policy cover? 
 
This policy covers circumstances when staff may be expected to work outside normal hours.  It also includes guidelines on safety if alone in the office and dealing with beneficiaries and visitors outside normal hours. 
 
Purpose 
 
To ensure that the staff of [CHARITY NAME] work within appropriate hours. 
 
The Policy 
 
[CHARITY NAME] believes that staff should have a healthy work/life balance.  Although there will inevitably be exceptions, as a general principal [CHARITY NAME] does not encourage staff to consistently and habitually to work beyond what is sensible and reasonable. 
 
Staff should only work longer than their normal hours under the following circumstances: 
 
	It has been requested or agreed by their line manager 
	They are working to an inflexible deadline 
	A beneficiary needs their support 
	An evening event 
	A major event or conference. 
 
[XXXXX] Office 
 
[If you are working before 08.45 or after 17.30 the office will normally be closed with the front door locked. If the shutters are open outside of these times (or if there is only one member of staff in the office), the front door should normally be set to fob access control.  The main switch for this is situated on the wall, behind the coat rail, labelled: Fob Access Control.  This allows you to speak to or permit beneficiaries to enter at your discretion, in a safe manner.  If you think it unsafe to admit someone and you are alone, you have the right to refuse admission. ]
 
[If you are working outside normal hours you become responsible for [CHARITY NAME]’s beneficiaries and visitors regardless of whether they are part of your normal job role accountability.  So you are expected to prioritise their needs.]
 
It is [CHARITY NAME] policy that no visitor or beneficiary is left standing outside the building.   
 
‘Early’ visitors should be greeted in a professional and empathetic manner and shown or taken to [SPECIFIC INSTRUCTIONS ON WHERE TO TAKE VISITORS].]
 
It is the responsibility of all staff to advise [JOB TITLE] of details of any visitors expected early.  
 


