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Rebuilding Families

Volunteer Remote Working Procedure

Practical guidance for safe and effective home-based support work

1. Purpose

This procedure outlines how Rebuilding Families volunteers can safely and effectively work from home while maintaining professionalism, safeguarding, and a healthy work-life balance. It complements the Volunteer Remote Working Policy.

2. Setting Up a Safe Workspace
· Choose a quiet, well-lit, and comfortable area of your home.
· Keep the space free of trip hazards (e.g., wires, clutter).
· Use a supportive chair and appropriate lighting.
· Ensure privacy, especially when discussing sensitive topics.

3. Data Protection and Confidentiality
· Only use secure, password-protected devices.
· Never share client details via unsecured platforms.
· Store any notes or records in a locked drawer or encrypted folder.
· Do not leave confidential documents or screens visible to others.

4. Communicating with the Team
· Use email or secure messaging platforms for regular updates.
· Check in with your contact person (Carrie or Sharon) as agreed.
· Flag any safeguarding or urgent concerns immediately via phone or text.
· Log client communications if they involve support delivery.

5. Remote Client Support Tasks

If supporting clients by phone, email, or video call:
· Confirm appointments in advance.
· Keep a record of contact time, purpose, and any concerns.
· Avoid calls or sessions late at night or outside agreed hours.
· Maintain professional language and tone.

6. Lone Working Check-In Procedure

For scheduled 1-2-1 remote or in-person sessions:
· Let a named contact know when and where you’re working.
· Set a check-in time before and after the session.
· Use the agreed escalation process if you feel unsafe or don’t check in.

7. Wellbeing and Boundaries
· Take breaks to avoid fatigue.
· Set clear start and end times for volunteering activities.
· Don’t work if unwell or feeling emotionally overwhelmed.
· Request additional support or time off when needed.

8. Reporting Concerns or Issues
· Report technical issues, data breaches, or safety concerns promptly.
· Use the Incident Report Form for any notable events.
· Contact the Safeguarding Lead for anything involving a client’s safety.

9. Equipment and Materials
· Volunteers are expected to use their own home devices, unless otherwise arranged.
· Ensure software and browsers are up to date for security.
· Avoid downloading or printing unnecessary files.

10. Review

This procedure will be reviewed annually and updated if needed based on volunteer feedback or changes in practice.

Date Implemented: 27.05.2025
Next Review Due: 27.05.2026
Contacts:
📧 sharon.rebuilding@familysupportgroup.info
📧 carrie.rebuilding@familysupportgroup.info
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