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1 AIMS   
 

NES supports the principle of achieving a work/life balance for employees and 
this includes giving employees the opportunity to work more flexibly wherever 
practicable. All posts will be advertised as potentially suitable for flexible 
working (including homeworking) unless there are specific grounds for a post 
to be excluded. 

 
 NES is committed to promoting equality and valuing diversity, and ensuring 

that all our staff are treated fairly.  
 
This policy should be read in conjunction with the Equality and Diversity in 
Employment Policy. 

 
 
2 DEFINITIONS  
 

This policy applies soley to homeworking for home-based employees.  
 

 (Note:Occasional homeworking carried out by office based employees is not 
covered under this policy but instead by existing health and safety 
procedures.) 

 
Homeworking for home- based employees refers to a formal contractual 
arrangement where employees work from home regularly on a full-time or 
part-time basis. It normally covers employees who work, or intend to work, 
from home for more than 50 days in a year (pro rata for part-time employees) 
and it could be on a temporary or a permanent basis, as agreed at the outset 
of the arrangement. 
 
They will start and end their day from their home base and all travel will be 
calculated as it occurs to and from their home (rather than from a NES office) 
.The HSE defines homeworkers as “those people employed to work at home 
for an employer”. i.e. contractual homeworkers. 
 
The employee must have an appropriate office space at home in order to fulfil 
the terms of this type of contract. 

 
 
3. SUITABILITY OF POSTS AND INDIVIDUALS 
 
3.1 Criteria for approving applications 

 
Each application for homeworking will be considered individually with 
consideration being given to the suitability of the post for undertaking 
contractual homeworking.   
 
Not all posts are suited to contractual homeworking. Where an application for 
homeworking is not approved, the application will be considered by a neutral 
panel arranged by the HR&OD Directorate to ensure fairness and consistency 
across NES. 

 



NHS Education for Scotland will consider all requests for homeworking.      
However, in terms of off- site support, when the geographical location is too 
far from a NES base (more than 50 miles from a NES office location could be 
used as a guide), it may not be possible to support the request.  In these 
circumstances it is unlikely that homeworking will be approved. 

 
 
3.2 Domestic arrangements 
 

Homeworkers are required to carry out work duties during their normal hours 
of work. Any domestic arrangements such as childcare/carer arrangements 
must be in place throughout the homeworker’s hours of work. Working from 
home should not be undertaken as a substitute for childcare or other carer 
responsibilities. 

 
 

3.3 Minimum period of service 
 
 An individual would normally need to be an employee of NES for at least 26 

weeks before being considered for contractual homeworking. 
 
 
3.4 Applying for homeworking 
 

Employees who are interested in working formally from home for all or part of 
each week as a home-based employee should send a completed copy of the 
Application Form for Contractual Homeworking (Appendix 1) to their line 
manager, and copy to the HR Business Partner. This form is also available in 
the HR section of the intranet. 
 
The line manager will meet with the employee to discuss the request and the 
line manager’s response, with a view to reaching an outcome. The line 
manager will then countersign the form, giving written comments based on the 
discussion. The line manager will send a copy of the completed form to the 
employee and the HR Business Partner. 
 
If the Line Manager supports the Homeworking application they should submit 
a kenexa case to the ETSR for final approval by the Executive Team 
(attaching the application form)   

 
Where an application for homeworking is not approved by the Line Manager 
and the employee wishes to proceed with the application, they can request 
that the application be considered by a neutral panel, arranged by HR, to 
ensure fairness and consistency across NES. 
 
The panel will meet with the employee and discuss the application. The 
meeting will be relatively informal with a view to achieving a level of flexibility 
which is mutually beneficial. Following the meeting, the panel will reach a 
decision and notify the employee in writing. 
 
Where approval by NES is not given, the employee has a right to appeal 
using the Grievance Policy and Procedures which can be found on the 
intranet. Alternatively, the employee can apply for homeworking as an office 



based employee, or re-apply for contractual homeworking after 12 months 
from the date of the previous application. Employees who have a disability 
(defined as such under the terms of the Equality Act 2010) can re-apply within 
12 months if they are requesting homeworking as a reasonable adjustment.  
 
An application for contractual homeworking which has been agreed will be 
subject to a trial period of up to six months to assess suitability. This period 
may be longer, as agreed by the employee and their line manager.  Regular 
reviews of the homeworking arrangement will take place after it has been set 
up. At the end of the trial period, the employee can either seek changes to the 
arrangement or opt to revert to being office-based. Should the trial period fail, 
any infrastructure that has been put in place may require to be re imbursed   
 

  
4. MANAGING CONTRACTUAL HOMEWORKING  
 
4.1 Regular Information/Support/Communications 

 
The following provides guidance to managers and employees to ensure that 
those who work from home form an integral part of a team: 
 

 The manager should ensure that each homeworker has the opportunity 
to meet relevant individuals face- to- face and discuss ideas at least 
once a week 

 

 In addition to regular and detailed team briefings, line managers will 
ensure that there are regular communications, as appropriate, made 
between the office based team and homeworkers.  

 

 Homeworkers and their managers should meet on a regular basis to 
evaluate and develop effective communication links.  

 

 Homeworkers should receive all relevant information, briefing papers 
and internal departmental communications. 

 

 Clear objectives are required with specific targets and the organisation 
of work into a series of  'deliverable' segments. 

 

 Homeworkers should be allocated a work area using principles of 'hot-
desking', if appropriate, within NES premises for the time they are 
expected to attend. 

 

 Homeworkers shall be supplied with relevant I.T. support e.g. e-mail, 
telephone conference facilities, computer to allow them to work 
effectively. 

 
4.2 Hours of Work 
  
 Hours of work will be as for employees based in work premises. 
  
 
5. EFFECTS ON TERMS AND CONDITIONS OF EMPLOYMENT 



 
5.1 Terms and Conditions 
 
 Contractual homeworkers are managed in accordance with existing terms and 

conditions of employment, with the exception of specific amendments that are 
agreed to reflect the needs and nature of working from home.  

 
5.2 Place of work  
 
 The contract will define the normal place of work as the employee's home.  

The suitability of the premises will be assessed and home working will only 
commence with the agreement of NES.  In the event of the employee 
changing their permanent home address, the employee must re-submit the 
homeworking application, to apply from the new premises, which will be 
assessed for suitability. The employee is responsible for arranging the 
removal of the equipment to the new premises.  

 
 The contract will provide that the employee is required to attend NES 

premises at agreed notice and for whatever periods may be necessary.  
Purposes may include attendance at meetings, reporting sessions, 
submission of completed work and training. There may also be occasions 
when, for example, as a result of system or equipment failure, the employee 
will be required to work from NES premises.  Arrangements will be agreed 
between the line manager and employee prior to commencement of 
homeworking.   

 
  
 
            For a number of reasons which safeguard the homeworker and the 

organisation, employees who need to meet with colleagues or members of the 
public in the course of their employment should make appropriate 
arrangements to meet at NES premises. They must not meet at home. The 
exception is for authorised NES employees who need to visit the homeworker, 
for example to assess the homeworking arrangements (eg health and safety 
requirements).  

 
5.3 Business travel expenses 
  

For contractual homeworkers, reimbursement of business travel costs will be 
based on the home address as the normal place of work and will be in line 
with NES policy. For office based homeworkers, reimbursement will continue 
to be from NES premises. 
 

5.4 Intellectual property and data protection 
 

Please refer to Appendix 3 for further information. 
 
5.5 Withdrawal from homeworking 
 

Homeworking is regarded as a long term commitment both for NES and 
employees. Notwithstanding this, homeworkers may seek to discontinue the 
arrangements and request to be based in work premises. NES will agree 
where it deems this practicable. 



 
The line manager will take a compassionate approach to requests made due 
to exceptional personal circumstances. 
 
Homeworkers will be required to co-operate in enabling NES 

 property to be removed from the homeworker’s address upon termination of   
           employment. 
 
 
6. HEALTH AND SAFETY 
 

Arrangements for homeworking are detailed in Appendices 2a ‘Contractual 
Homeworker’s Self Risk Assessment Form’ and 2b ‘Contractual 
Homeworker’s Code of Practice’. 
 

 Homeworkers are covered by both employer and employee responsibilities 
under health and safety legislation. The line manager is responsible for 
ensuring that appropriate arrangements are in place for the health and safety 
of the homeworker. This includes making sure that risk assessments are 
carried out, reviewing health and safety reports and discussing any issues 
with the employee. Further details are contained in Appendix 2b. 

 
 Line managers have a duty under health and safety legislation to ensure, so 

far as is reasonably practicable, the health, safety and welfare at work of their 
employees.  Equally, all employees are required to take reasonable care at 
work for their own health and safety and that of others who may be affected 
by their actions at work. 

 
  
 When an application for homeworking has been approved, prior to the 

commencement of the agreement, the homeworker must complete the 
Homeworkers Self Risk Assessment Form (Appendix 2a) after they have 
received a briefing from a nominated Health and Safety Representative.  

 The briefing will include how to carry out a homeworking self assessment and 
an explanation of the detail of each section of the Code of Practice for 
Homeworking as specified within Appendix 2b.  They will also be given a copy 
of the HSE guidance “Homeworking”. 

 
 The homeworker is then required to carry out a homeworking self risk 

assessment and submit this to his line manager. 
 
 As a result of this self assessment it may occasionally be necessary for 

nominated Health and Safety Representatives to visit a contractual 
homeworker's house to conduct an additional Health and Safety risk 
assessment. Such visits will be pre-arranged and at a mutually convenient 
time. 

 
 After the intial self assessment, the contractual homeworker will carry out 

annual reviews of the homeworking self risk assessment and report the 
outcome to their line manager. The homeworker must notify NES of any 
changes to the homeworking arrangements that might affect Health and 
Safety standards. 

 



 NES is not responsible for the installation and maintenance of electrical 
systems in the homeworker’s residence and the costs of any electrical 
modifications which ensure acceptable safety standards are in place, will be 
met by the homeworker. 

  
 The basic principles of fire prevention should be adhered to by all 

homeworkers.      
 
   Smoke detectors, batteries and fire extinguishers must be purchased and 

installed by homeworkers.  It will be the homeworker’s responsibility to ensure 
that they are operational and maintained in working order.   

 
 Electrical equipment provided by NES should be switched off at the end of the 

working day unless advised otherwise by NES I.T. staff. 
 

 
7. EQUIPMENT AND WORKSTATIONS 
 
 NES will provide and maintain equipment as deemed necessary for the 

contractual homeworker. This would not normally include the broadband 
circuit terminating device (i.e. broadband router) or broadband phone.  
Employees will normally be required to bring portable equipment to the NES 
office for repair or, for larger pieces of equipment, arrangements will be made 
for it to be uplifted and brought to the NES office. All NES portable appliance 
equipment will be inspected and tested and homeworkers will normally be 
required to return the equipment to the local NES office for annual “PAT” 
tests.   

 
 Stationery and similar office material will be available using normal local 
 ordering arrangements and homeworkers can collect it on their visits to the 
 office.  

 
It is expected that low volume printing of documents will be carried out in the 
homeworker’s residence, however, for higher volumes of printing, 
arrangements should be made for it to be carried out in the local NES office. 
 

 NES will reimburse the contractual homeworker for previously agreed 
purchases of essential equipment, e.g. desk, chair, filing cabinet, up to a 
maximum amount which will be set by the Finance Department. 
 

 The contractual homeworker will be responsible for ensuring that equipment 
and furniture purchased meets Health and Safety requirements as outlined 
within Appendix 2b. 
 

 The contractual homeworker is responsible for keeping all such equipment in 
good condition, reasonable wear and tear excepted, and for reporting any 
damage or malfunction to the line manager. Homeworkers may be required to 
pay for damages.  
 
All equipment provided by NES should be used only for NES business 
purposes. 
 

 Where homeworking ceases, the employee will be required to return all NES 



property including equipment, software and copy documents and files to NES. 
However, the employer also has the right to enter the contractual 
homeworker’s home. Where this is considered necessary, entry will normally 
be by mutual agreement. 
 

 The contractual homeworker will arrange for a business telephone line to be 
available for business usage; this may be through their broadband package. 
Invoices for rental and business call charges will be forwarded to the line 
manager for approval, and will be re-imbursed by NES..  
 

 Additional and/or specialist equipment may be required and funded by NES 
due to a contractual homeworker's disability as a reasonable adjustment.  On 
such occasions it may be appropriate to have the workplace assessed by the 
Local Disability Employment Advisor to advise on equipment available under 
the Access to Work Scheme. 
  

 
8. INFORMATION SECURITY AND DATA PROTECTION 
 
 Homeworkers are responsible for ensuring all NES IT equipment, records and 

information are kept safe and secure from use by others and for their own 
compliance with NES information security procedures and policy. 

 
 The normal mode of working is to have locally held working copies of 

documents and data for when required, with regular synchronisation back to 
the NES network through remote access.  This removes the need to retain 
NES data outside the network. 

 
 NES corporate information should only be held by homeworkers when this is 

clearly required for corporate business needs, and only for as long as 
necessary.  All NES corporate information held by homeworkers must be 
returned to the office/network or deleted as soon as it is no longer required for 
immediate business needs.  
 

 Copies of records and information relating to identifiable individuals (personal 
data) must only be held by homeworkers with the explicit permission of the 
line manager and only for as long as required  (an exception to this 
requirement is incidental communication of personal data – for example, 
sickness absence reporting.) Only the minimum amount of personal data 
required to carry out NES business may be held by homeworkers.   

 
 No NES data may be held on portable devices (such as laptops, PC’s, iPads 

etc) or removable media (such as flashdrives or CD-Rom) other than NES 
issued encrypted devices or CD/DVD media encrypted to current NES 
standards.   
 

 Where original paper records are removed to be worked on at home, 
appropriate notes of their current location must be kept in the office and 
available to colleagues.  Original paper records must be returned to NES 
premises as soon as possible after being worked on.  Wherever possible, only 
copies should be removed from the office. 
 

 Where electronic documents and information are to be worked on at home, 



copies should be made and must be frequently synchronised with the 
originals held on the NES network to ensure they are accessible to colleagues 
and are backed up.  Where several colleagues may be working on a 
document, the clear use of version control and other processes will be 
required to avoid synchronisation conflicts. 

 
 No NES records or information will be permanently held outwith the NES 

network or premises.  Homeworkers are responsible for ensuring that an 
adequate corporate record of their work is maintained on file at NES premises 
or on the NES network.   

 
 All homeworkers are responsible for ensuring all NES information, whether on 

paper or computer file, remains confidential and is kept secure from access by 
others.  All files and removable media must be kept locked away when not in 
use.  Encrypted NES laptops and removable media are provided for business 
purposes and may not be used by non-NES staff. 

 
 Homeworkers must ensure that NES paper files and documents which are no 

longer required are destroyed appropriately as confidential waste.  
Confidential waste bins are provided in all NES offices. 

 
 
9. TAX IMPLICATIONS  
 
9.1 Based on current legislation, it is not expected that there should be any 

additional personal taxation or ‘benefit in kind’ implications for employees as a 
result of working from home, provided that all equipment provided by NES is 
used by the homeworker for NES business purposes only. 

 
       9.2    It is not expected that there will be any capital gains tax implications if the 

room used for homeworking is dual purpose. However, contractual 
homeworkers should contact the Inland Revenue directly to confirm their 
individual circumstances.  Contractual homeworkers should be aware that 
creating a room that is solely used for business may, in the view of the Inland 
Revenue, make the individual liable for capital gains tax on the sale of the 
property and may create liability for a proportion of the business rate. It would 
be the responsibility of the homeworker to anticipate these tax implications 
and to make his/her arrangements accordingly. 

 
9.3  In addition, the contractual homeworker may be eligible for tax relief as a 

result of working from home.  The contractual homeworker may be eligible for 
a further deduction for household expenses if the claim can be supported with 
the Inland Revenue. It is the employee's own responsibility to apply to the 
Inland Revenue regarding tax relief possibilities. 

 
 
10.    INSURANCE IMPLICATIONS 
 
 Insurance arrangements are a joint responsibility between the homeworker 

and NES. Homeworkers must provide evidence of adequate insurance cover 
prior to commencing homeworking (see Appendix 4). 

 
 Homeworkers must not hold business meetings in their home with anyone 



other than NES employees who are authorised to be there, for example to 
assess Health and Safety requirements. 

 
 
 
11.    MONITORING AND REVIEW PROCESS 

 
The Director of HR&OD, in conjunction with relevant managers, will monitor 
and review the homeworking policy, together with any homeworking 
undertaken by employees on a regular basis, to ensure that the terms of 
agreement are operating effectively. This will include any feedback from 
contractual homeworkers. 
 
 
 
 
 
Ratified by the Staff Governance Committee 
on 7 February 2008 
 
Reviewed in partnership on 17 July 2012 
 
 

 
 
  
 
 
 
 
 
 
  



Appendix 1 
 

CONTRACTUAL HOMEWORKING  
 

Application Form 

 
PART ONE 
 
To be completed by the employee 
 

1 Details 

Name of employee  

Line manager’s title  

Line  manager’s name  

2 Job  

Job title  

Department / Location  

Job purpose  

3 Proposal 

Explain what project/specific tasks you consider suitable to work on from home. 

 

4 Justification 

Map out your reasoning for wanting to work at home, including estimated time for working 
from home and the likely benefits and drawbacks. 

 

 

 

 

 

  



5 Deadlines  

Clearly outline the timescales/milestones/deadlines involved. 

 

 

 

 

6 Requirements 

In order to undertake contractual home working, highlight any tools you may require – these 
may include IT equipment, phone line installation, re-routing office telephone calls etc. 

 

 

 

 

 

7 Office implications 

Highlight the implications for your office base if you are working from home and how any 
adverse impacts could be minimised or resolved. 

 

 

 

 

8 Home implications  

Is there provision in the home environment for working eg are childcare/carer arrangements 
in place, is there suitable sufficient space? 

 

 

 

 

 

9 Additional costs and requirements  

Outline any costing implications for NES as a result of you working from home eg phone line 
installation, IT equipment purchase etc. 

 

 

 

 

 



10  Any other comments 

 

 

 

 

 

 

I have read and understood 
the NES Homeworking Policy 

 

Signature of employee 

 

 

Date  

 
 
 

Send your completed form to your line manager  
and to your HR Business Partner 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PART TWO 
 

To be completed by the immediate line manager, following discussion with the 
employee. 
 

1 Line manager’s details 

Name  

Job title  

Department / Location  

2 Proposal justification 

Explain why you feel the application should/should not besupported. 

 

 

 

 

3 Proposal limitations 

Highlight any agreed factors relating to the approval ie timescales, feedback, resources, 
communication channels 

 

 

 

 

4 Office implications 

Outline the steps taken to make the office base aware of the change in working 
circumstances and the implications of these. 

 

 

 

 

 

  



5 Budgetary implications 

Outline any costing implications for NES as a result of the proposal.  Include specific 
resources required. 

 

 

 

 

6 Any other comments 

 

 

 

 

 

Signature of line manager  

Date  

 

 
 Send both parts of the completed form to your employee  

and to your HR Business Partner 
 

 If the application is supported, prepare a Kenexa case  for 
submission to the ETSR for final approval by the Executive Team 
(attaching the application form)   



Appendix 2a 
HEALTH AND SAFETY 

 

Contractual Homeworker’s Self Risk Assessment Form 
 

This form must be completed by the individual prior to working from home and be counter signed by their manager. If a dedicated place of work is needed at the home (e.g. spare room, 

corner of the lounge) in order to carry out professional duties, this area must be treated as a place of work during working hours, and is subject to a written risk assessment which will be 

reviewed annually. Other areas of the house are not considered to be part of the place of work, although contractual home workers are to be expected to visit other parts of the house during 

breaks in work. 

The contractual home worker must consider others who will have access to the work area and to take these into account when assessing the risks. 

 

 

The purpose of this form is to determine what the hazards and risks are associated with the proposed home work location and to allow a judgement to be made as to whether the proposed 

work location is suitable for the employee to carry out work on behalf of NES.  

 

Where there are significant health and safety issues it may be necessary for an additional health and safety assessment to be undertaken by the Health and Safety Representative or Health, 

Safety and Environment Advisor. 

This form should be completed and returned to the proposed homeworker’s line manager prior to the organisation agreeing to a member of staff working from home. 

A copy of the proposed homeworker’s job description should be forwarded with this completed form. 

 

Regulations covered as part of this assessment include: 

The Management of Health and Safety at work Regulations 1999(including for New and Expectant Mothers) 

The Workplace (Health, Safety and Welfare) Regs 1992 

The Manual Handling Operations Regs 1992 

The Health & Safety (Display Screen Equipment) Regs 1992 

The Provision and Use of Work Equipment Regs 1998 

Health and Safety First Aid Regulations 1981 

The Electricity at Work Regulations 1989 

The Reporting of Injuries and Dangerous Occurences Regulations 1995 

The Fire Safety  (Scotland) Regulations  2006 

ASSESSMENT REVIEW: A review of this risk assessment should be undertaken by the homeworker annually or if there is a significant change in environment or there are new 

hazards introduced.  A copy of the each review should be kept on file.  The next review will take place on or before (date)………………………..  . 

 

*Action Priority Coding   A = immediate effect (before home working is permitted) 

                                 B = within 1 month 

                                           C = within 3 months  

 



 
 I have instructed the proposed home worker on carrying out a homeworking self assessment by explaining all the elements of this self risk assessment form 

and briefed the proposed home worker on all elements of the NES Homeworking Code of Practice and issued them with a copy of HSE guidance “Home 
working”.  

 
            Health and Safety Representative or Health, Safety and Environment Advisor 
            (Name and signature…………….................... ………………………………..) (Date…………) 
 

  
 

 I have received instruction on carrying out a homeworking self assessment and had all elements of the self assessment form and the Homeworking Code of 
Practice explained to me. I have received a copy of the HSE guidance “Homeworking”. I will carry out a carry out a homeworking self assessment and 
forward the form to my line manager. I will notify my line manager of any future changes to my home working environment. 

 
Proposed homeworker  
(Name and signature…………….................... ………………………………..) (Date…………) 

 

 

Proposed 
homeworker 
Name: 
 
 

 
 

Home address:  
 
 

Telephone 
Number: 

 
 

Department:  
 

Job Title:  
 
 
 

 

 

 



 
Question 

Please tick appropriate box 

1
. 

How much time do you anticipate spending working at your homebase? 25% /50% /75% 100% 
 

2
. 

Do you have a room at home which will be used specifically as an office base? Yes No 

 If you have answered no to this question, within which room in the home will the work be undertaken? 
 

 How much space in this room will be required to carry out your role effectively?(Guidance all or approximate floor area?) 
 

3
. 

Will you be using your PC continuously for an hour or more at a time? Yes No 

Will you be using the PC every day? Yes No 

If not, how often will you be required to use your PC at your home base? 
 

 
(Guidance-To be completed by proposed homeworker  (*S = Satisfactory/NS =  Not Satisfactory) 

1. HEALTH 
 

Yes/No *S/NS Observations *Action 

1.1 Ventilation     

a)  Is the environment comfortable to work in  
(Guidance e.g. free from draughts)? 

    

1.2 Temperatures in indoor workplaces     

a)  Are the premises maintained at a reasonable 
temperature? (Guidance e.g. between 19

o
C and 23

o
C) 

    

1.3 Lighting     

a)  Is it possible to read and work comfortably?(Guidance 

lighting level 200-300 lux) 
    

1.4 Cleanliness / waste materials/ housekeeping     

a)  Are furniture and  furnishings clean and floors kept 
clear? 

    

1.5 Room dimensions and space     

a)  Is there sufficient space for the number of people and 
amount of equipment in the work space? 

    

1.6 Lifting, carrying and moving     

a)   Is there a requirement to lift or move heavy loads?   
(Guidance- lifting of PC for PAT testing?) 

    



b) If YES to 1.6a, has adequate training been  
      undertaken? Has the proposed homeworker   
     previously undertaken the Handlerite E-learning   
      package?.  

Yes/ No    

 

2. EQUIPMENT 
 

Yes/No *S/NS Observations *Action 

2.1 Electrical Equipment     

a)  Is electrical equipment regularily inspected , tested 
and maintained? 

    

b)      Is there a system in place for reporting faults of NES 
supplied equipment? 

    

c)  Is the overloading of sockets (by the use of adapters 
etc) avoided?  
 

    

d)  Are trailing wires avoided? 
 

    

e)  Are all electrical appliances regularly checked and 
maintained by a competent person? (Guidance –installation 
inspected/tested in last 5 years), 
 

    

2.2 Hazardous substances     

a)  Are photocopiers and laser printers sited in well-
ventilated rooms? 

    

3. WELFARE 
 

Yes/No *S/NS Observations *Action 

3.1 Sanitary conveniences and washing facilities     

a)  Are there sufficient, easily accessible, clean toilets?     

     

3.2 Drinking water     

a)  Is there a supply of potable drinking water?     

3.3 Restrooms and eating facilities     

a)  Are facilities available for staff to eat meals away from 
the workstation? 

    



4. WORKING WITH VDUs 
 

Yes/No *S/NS Observations *Action 

4.1 Workstations and seating     

a) Has the proposed homeworker previously undertaken 
the AssessRite E-learning package and conducted a 
self assessment for the workstation? 

    

5. EMERGENCY PROCEDURES 
 

Yes/No *S/NS Observations *Action 

5.1 First aid, accidents and illnesses?     

a)  Is first aid equipment readily available to the home 
worker?  (Guidance -small emergency kit) 

    

b)  Is the proposed homeworker aware that all 
accidents/incidents/illnesses caused by work must be 
reported and recorded? 

    

5.2 Fire Safety     

a)  Are all exits unobstructed?     

b)     Is adequate fire fighting equipment readily available.?     

c)     Has the proposed homeworker previously undertaken 
the FireRite E-learning package?  

    

6. STAFFING 
 

Yes/No *S/NS Observations *Action 

6.1 Health & Safety     

a)  Is the proposed homeworker aware of the procedures 
for raising health and safety concerns? 

    

b)      Has the proposed homeworker provided with 
appropriate health & safety information & instruction? 

    

 

 

 

 

 

 

 

 

 

 

 

 



In order that we can address all the potential risks to your health it is important that the needs of the individuals working at home are fully addressed. If you believe 
there is additional information we may require, please set this out below. (Guidance-Do you have any disability that may affect your ability to work from home? 
(Are there arrangements in place for lone working)? 

Highlights and general comments, particularly those issues which should be dealt with as a matter of urgency. 
 

 
 

*Delete as required 

 I have carried out a self assessment of the proposed home work location and it *meets /does not meet the requirements of the NES Homeworking Code of 
Practice and the HSE guidance “Homeworking”.  

 
Proposed homeworker  
(Name and signature………………………………………………….)   (Date………..) 

 

Proposed homeworker’s Line manager (Name and signature…………………… ….…….) 
 

 Is an additional risk assessment is required to be carried out by either a Health and Safety Representative or the Health, Safety and Environment Advisor?.
              *Yes/No 

       (i.e Guidance this may be required  if the home working location is deemed by risk assessment not to meet the requirements of the NES Homeworking Code of Practice and HSE guidance 
          “Homeworking”  

 

 
H&S Rep. / H&S and Environment Advisor (Name and signature……………....................) 

 

 
 

 
 

 

 

 

 

 

 



                Appendix 2b 

CONTRACTUAL HOMEWORKERS’ CODE OF PRACTICE 
 

In accordance with Section 2(1) of the Health & Safety at Work etc. Act 1974 (“HASAWA”) there is a duty on every employer “ to ensure, 
so far is reasonably practicable, the health, safety and welfare at work of all its employees”. 
 
In particular, the employer is responsible for: 
 
(a) the provision and maintenance of the organisation’s equipment and systems of work that are safe and without health risks. 
 
(b) ensuring safety and absences of health risks in the use, handling, storage, and transport of articles. 
 
(c) the provision of information, instruction, training and supervision necessary to ensure health and safety. 
 
The employer is required to ensure that a suitable and sufficient assessment of all the risks to the Health and Safety of their contractual 
homeworkers by identifying any hazards in the home, assessing the risks those hazards might pose to the contractual homeworkers, and 
other occupants of and visitors to the home, and taking appropriate action to remove those risks or reduce them as far as possible. The 
contractual homeworker is required to assist in that process by (after a briefing on carrying out a self risk assessment and this code of 
practice) completing a homeworking health and safety self assessment form (Appendix 2a).  This assessment must take place before an 
employee is designated a contractual homeworker and then must be reviewed on a regular basis. 
 
A contractual homeworker is required to take reasonable care for their own health and safety and that of other persons who may be 
affected by the contractual homeworker’s acts and omissions at work in the home. Without prejudice to the organisation’s duties as 
employer, the contractual homeworker’s duties in this regard are likely to be significant because the working environment is not under the 
employer’s control. 
 
Homeworking risk assessments should take into account the following issues: 
 
1. Display Screen Equipment 

 
           A contractual homeworker will be required to have completed the AssessRite E-learning module and carried out a DSE self 

assessment and have forwarded  this to his Line Manager who shall ensure that any required actions and recommendations are 



implemented where required.  Where there are significant issues an additional assessment may be carried out by a NES DSE 
assessor.  The “workstation” as defined in the health and safety (Display Screen Equipment) Regulations 1992 includes the 
display screen, the software, the keyboard, PC, telephone, modem/router, printer/scanner, document holder, work chair, work 
desk, work surface, and any other items peripheral to the display screen equipment, and the immediate environment around it.  

 
2. Work equipment 

 
          The Provision and Use of Work Equipment Regulations 1992 apply to the NES supplied homeworkers equipment. Other 

equipment not comprising part of the “workstation” as defined above but provided by the employer will nevertheless be suitable 
and sufficient for its purpose with proper information and training being given on how to use that equipment properly and safely.. 

 
3. Handling loads 

 
Contractual homeworkers will be required to have completed the Handlerite E-learning module and should be warned of the 
hazards of handling loads.  Steps will be taken to avoid the need for any hazardous manual handling by homeworkers of loads 
relevant to their work in the home either altogether or, until risk assessments have been carried out. 

 
4. Workplace 

 
           The Workplace (Health, Safety and Welfare) Regulations 1992 do not apply to the home but the standards they require provide a 

useful benchmark in carrying the overall risk assessment. The home workplace should have adequate ventilation, a reasonable 
temperature, suitable and sufficient lighting, sufficient space, and the floor should be kept free from obstructions or from articles or 
substances which could cause a contractual homeworker to slip, trip or fall.  If the employer deems the home as suitable it will be 
the homeworker’s responsibility to maintain that safe and healthy working environment. 

 
5. Electrical equipment 

 
The Electricity at Work Regulations 1989 require electrical systems to be constructed and maintained, so far as is reasonably 
practicable, to prevent danger. Duties under the regulations fall on employers and employees insofar as they relate to matters 
under their control. The employer is only responsible for electrical equipment that it supplies. Electrical sockets and other parts of 
the homeworkers domestic electrical system are their own responsibility. Maintenance of the wiring is the contractual 
homeworker’s responsibility. 



 
6. Substance and materials 
 
           The employer is only responsible for substances and materials it provides to home workers. NES Control of Substances 

Hazardous to Health procedures should be complied with.  
 
7. Security 
 
           Employees who undertake to meet with members of the organisation or members of the public in the course of their employment 

should make appropriate arrangements to meet at the local work office. They should not schedule meetings at home. Lone 
working arrangements should be considered where appropriate. 

 
8. First Aid 
 
           Pursuant to paragraph 3 of First Aid at Work the Approved Code of Practice and Guidance to the Health and Safety (First Aid) 

Regulations 1981 the employer will ensure that the contractual homeworker has adequate and appropriate first aid provisions in 
the home. 

 
9. Home visits 

It shall be a contractual obligation on the part of the homeworker to allow anyone authorised by NES to have reasonable access to 
the home, normally by appointment, in order to carry out inspections for health and safety purposes. 
 

10.      Accident reporting 
The contractual homeworker will be given sufficient training and information to enable the employer to comply with its duty to 
report and record the work related accidents, injuries and diseases referred to in the Reporting of Injuries Diseases and 
Dangerous Occurrences Regulations 1995. 

 
 
 
 
 
 
 
 



                                                                                                               
Appendix 3 

  

HOMEWORKERS’ INTELLECTUAL PROPERTY  
AND DATA PROTECTION 

 
1. NES holds the copyright in work produced by NES employees in the course of 

employment with organisation unless there is a written agreement to the 
contrary. 

 
2. Equipment supplied by the NES is only for the use of the employee and not 

other members of the household.  It is the duty of the homeworker to take all 
reasonable precautions to protect corporate information relating to their 
employment with the organisation from unauthorised access, in particular, 
from other people residing in or visiting the home.   

 
3. Any connection to the NES network from the home should be regarded as 

providing direct access to confidential information and the connection treated 
accordingly. 

 
4. Information about any identifiable living individuals is likely to be subject to the 

Data Protection Act 1998 and any unauthorised use, loss or access to that 
information may constitute a breach of the Act.  

 
5. In practice, the homeworker’s obligations as set out above are best observed 

by keeping work life and domestic life separate. Where there is a home 
connection to the organisational network, the homeworker is responsible for 
ensuring that PC and Network passwords are not disclosed to any other 
person.  Great care should be taken not to inadvertently disclose passwords. 

 
6. The homeworker should ensure that appropriate backup procedures are 

followed for non-networked electronic data. The IM&T Department will advise 
on the appropriate backup strategy.  Managers are responsible for agreeing 
and monitoring procedures for ensuring the security of data under the home 
worker’s control. Homeworkers should comply with the IM&T Department 
procedures on virus checking, operating system and application upgrades and 
logging off when a computer is not in use. 

 
   
 
           



Appendix 4 
 

CONTRACTUAL HOMEWORKERS’ GUIDELINES ON INSURANCE 
 
 
In accordance with Section 6 of this policy, prior to commencement of home working, 
the home working premises must have been risk assessed for Health and Safety 
purposes by an appropriate NES employee. 
 
 

1. Employer’s liability insurance 
 

The employer will potentially be liable at all times of loss, damage or injury 
caused by the proper use of furniture and equipment which it has installed in 
the homeworker’s home, irrespective of who suffered the loss.  The employer 
will not be liable for any loss, injury or damage which is not directly connected 
with the furniture or equipment that it has installed in the contractual home 
workers home. 
 

 

2.  Public liability insurance 
 

The employer will potentially be liable at all times for loss, damage or injury 
caused by the furniture and equipment which it has installed in the home, 
irrespective of who suffered the loss. 
 
The employer will not be liable for any loss, injury or damage which is not 
directly connected with the furniture that it has installed in the home. 
Homeworkers should therefore ensure that they have adequate public liability 
insurance as part of their buildings or contents insurance (this is normally the 
case) to cover any possible incidents that may occur in their home, not related 
to NES equipment, for which they may be deemed liable. 
 
The homeworker must prevent unauthorised use of NES furniture and/or 
equipment, and all visitors to their home (such as contractors and 
maintenance personnel) should be supervised for this purpose. 
 
The provision of the Occupiers Liability Act (1957 and 1984) render 
employees as occupiers of premises personally liable for any losses or 
damage sustained by visitors to the premises.  Under the 1957 Act an 
occupier of premises owes a ‘common duty of care’ to all visitors.  The duty is 
to take such care as is reasonable to see that the visitor will be reasonably 
safe in using the premises for the purposes for which he/she is invited or 
permitted by the occupier to be there.  An occupier must be prepared for 
children to be less careful than adults. 
 
Under the 1984 Act the duty is extended to persons other than visitors in 
respect of their suffering injury on the premises by reason of any danger due 
to the state of the premises or to things done or omitted to be done on them. 

 
 
 
 



3. Furniture and equipment insurance 
 

Any equipment bought by NES is automatically covered by NES against loss 
and damage on the same basis as in other work locations. 
 

4. Home, contents and public liability insurance 
 

The homeworker will be responsible for arranging adequate insurance of their 
home and contents, including public liability (the insurance of liability for 
accidental bodily injury or damage to the property of third parties), other than 
the items specifically insured by the employer.  It is the homeworker’s 
decision as to the level of insurance provided and it should be noted that 
homeworking may affect their insurance premiums.  
 
The employer will reimburse any reasonable additional premiums incurred if 
they are shown to be due to the presence of the organisation’s equipment or 
the use of the property for business purposes, although this is not expected to 
be likely. Any requests should be directed to line managers. 
 
Evidence must be provided to the employer that insurers of the property have 
been advised in writing of the employee’s working from home, as appropriate, 
and have acknowledged this in writing.   
 
Any events or requirements arising from this advice must be advised to the 
line manager immediately, so that NES can respond as necessary. 
 
The homeworker must ensure that insurance continues to remain in force and 
that their line manager is advised should the Buildings or Contents Insurer(s) 
change.  In these circumstances new consents must be obtained and 
forwarded to line management. 

 
 Mortgage lenders and some landlords may have policies on using homes for 
 business use and staff are responsible for notifying them accordingly. 
 
 Staff are also responsible for informing their local authority in case there are  
 Implications for council tax. 
 
5. Notification of incidents 
 

Notification is required of all incidents under the (Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations 1995). 
 
In addition, insurers must be informed of actual or potential claim incidents, 
whether or not a claim is made against the policy or against the 
employer/contractual home worker.  The Director of Finance and Corporate 
Resources will provide contractual homeworkers with full guidance as 
required on notification of incidents. 

 
 
 
 



6. Homeworker’s own insurance 
 

Incidents resulting in a claim against the contractual homeworker’s own 
insurance cover must be advised to their insurer. 

 
7. Employer’s insurance 
 

Incidents resulting in claims against the employer’s insurance cover must be 
reported. 
 
Major incidents must be reported immediately by telephone to the 
Management Accountant, Finance Department. 

 
 



 

 


