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1. Policy Statement  
 
The purpose of this policy is to provide a framework within which to formalise and agree 
arrangements for homeworking and working at home. 
 
2. Definitions 
 
Homeworking is a term used to cover a variety of work agreements.  
 
For the purposes of this policy a distinction is made between members of staff who have (or wish 
to apply for) a formalised agreement with their line-manager to work from home as a permanent 
‘home worker’ and those who work from home on an occasional basis without a formalised 
agreement (referred to as ad-hoc working at home). 
 
The following definitions apply within this policy: 
 
a) Homeworking 
 
This term applies where staff work primarily from home apart from carrying out regular or 
occasional duties, or attending meetings or training events, at The State Hospital or other work 
locations. Home is their contracted work base, and this is confirmed in the employee’s contract of 
employment.  
 
Staff in the above category are referred to hereafter within this policy as “homeworkers”. 
 
b) Ad-hoc Working At Home 
 
This is the most common ‘type’ of home working and means working at home, with the approval of 
the line manager, on a temporary or ad-hoc basis, or for a proportion of the contracted weekly 
working hours.  
 
Working at home may be appropriate where an employee has a specific work task they need to 
complete.   It may also apply where it is difficult for an employee to get to work, or to work on-site, 
due to adverse weather conditions or other temporary circumstances or events.  
 
3. Scope  
 
This policy applies to any post where work is performed at or from home instead of at or from The 
State Hospital premises for all or a proportion of the contractual working hours.  It extends to 
include both permanent and temporary home-working arrangements.  
 
4. Rationale 
 
There are a number of reasons why homeworking, or working at home, can be beneficial to the 
organisation and/or employee.  This includes: 
 
• Greater flexibility. 
• Increased scope to meet the organisation’s commitment to diversity and equal opportunities 

(e.g. it may enable a person with disabilities to do a job they otherwise would not be able to do) 
• Reduced car pollution due to fewer car journeys. 
• Broadening of the traditional recruitment market and access to alternative labour markets. 
• Attracting and retaining staff. 
• Increased productivity, with output from employees working from home often increasing due to 

fewer interruptions. 
• Increased commitment and motivation from employees who value being able to work from 

home. 
• Reduced pressure for on-site office accommodation. 
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Key points to bear in mind are that:  
 
• Staff that are homeworking or working at home have the same employment rights as hospital-

based staff.  
• The line manager and employee must review any home working arrangements regularly to 

ensure that the arrangements work for both parties and, if necessary, amend the arrangements 
or revert to previous arrangements if agreed.  Such reviews must take place a minimum of 
once per year. 

 
5. Homeworking 
 
This section details specific arrangements for ‘homeworking’ – i.e. where home is the contracted 
work base and the individual works primarily from home.  Separate arrangements are in place for 
‘working at home’ and these are detailed in Section 6 of this policy. 
 
5.1 Obtaining Approval for Homeworking 
 
Any requests for homeworking must be submitted formally, in writing, by the employee to their line 
manager.  A Homeworking Request Form is included in Appendix 1.  The manager, with support 
from HR, will review the homeworking request. 
 
Requests for homeworking will be considered on their individual merit and decisions regarding the 
suitability of homeworking will be based on service needs plus assessment against the following 
criteria:  
 
a) The nature and suitability of the job role  
 
Roles deemed most suitable for homeworking include those where: 
 
• There is no requirement for 'face-to-face' service delivery at the work base (i.e. the home).  
• The role requires a high degree of personal concentrated work with very limited interaction, and 

can be done at home in isolation from colleagues.  
• The role effectively has no need for, or would derive limited benefit from, an office base on-site. 

 
 

b) The suitability of the home environment  
 
A ‘Home Working Self-Assessment’ (Appendix 2) will be undertaken to establish the suitability of 
the home environment for homeworking, in line with the health and safety standards and 
requirements outlined in Appendix 3. 
 
The completed Home Working Self-Assessment will be reviewed by the line manager to ensure the 
home working environment, and associated health and safety arrangements, are suitable and 
sufficient for homeworking.  As a minimum, the following is expected to be in place for 
homeworkers: 

 
• Dedicated quiet space from which to work, free from obstruction 
• Temperature regulation and adequate ventilation 
• Suitable lighting 
• Broadband and telephony functionality 
• Remote access to the hospital intranet and any required systems or network drives 
• Secure storage (if not paperless) 
• Suitable Display Screen Equipment including desk/table, chair 
• PC/Laptop, keyboard, mouse, headset (if required) compliant with Provision & Use of Work 

Equipment Regulations (PUWER) 1998 
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• Basic First Aid provision 
 

Should any issues be identified within the Home Working Self-Assessment, these must be 
discussed with the staff member and solutions agreed.  Should issues be identified that cannot be 
rectified by the staff member and their line manager, further advice should be sought from 
Occupational Health and may involve an Occupational Health Home Assessment.   

 
c) Capability and competence of the post holder  
 
Staff working from home need certain attributes to cope with working on their own at home.  
Assessment of staff suitability for homeworking will be in accordance with the competencies and 
criteria which have been identified as essential to being able to work productively and competently 
in the home environment i.e.: 
 
• competency to deliver the role effectively without supervision  
• understanding of the impact of homeworking on the home environment 
• self-motivation, self-discipline and possession of good time management skills 
• clarity of role, deadlines and objectives 
• clarity of personal development plan and monitoring arrangements 
 
The above competencies and criteria will be reviewed according to the needs of the service, and 
may vary dependant on the specific job roles.  
 
On completion of the review, the manager will notify the employee, in writing, of their decision 
regarding the request for homeworking.   
 
Where the manager is uncertain about the suitability of the role for homeworking, or about the 
capabilities of the employee, homeworking can be approved subject to an initial 3-month trial 
period to ascertain if this an appropriate working arrangement for the organisation and the 
employee.  In such circumstances, the homeworking arrangement will be reviewed by the 
employee and their line manager after the 3-month period and the manager will provide written 
confirmation of the outcome of this review. 
 
In the event that a request for homeworking is not approved, the manager will provide details in 
writing of why the request was refused.  In cases where a request for homeworking is refused, the 
employee can use the Grievance Policy to appeal the manager’s decision. 
 
5.2 Terms and Conditions of Employment  
 
The terms and conditions set out below must be agreed before homeworking begins.  
 
a) Place of work 
 
• The contract of employment should be amended to define the normal place of work as the 

employee's home. Should the individual move to a different home address, then the suitability 
of the new premises must be assessed, and homeworking should only continue if health and 
safety standards and requirements continue to be met.  

• The contract shall provide that the employee is required to attend work premises at reasonable 
notice and for whatever periods may be necessary. Purposes may include meetings, reporting 
sessions, submission of completed work, and attendance at training.  

• There may be occasions, as a result of system or equipment failure, when the employee will be 
required to work on-site within the hospital. Arrangements for such circumstances should be 
agreed between the line manager and employee prior to commencement of homeworking.  

• At the determination of the organisation, the employee may be required to live within a 
reasonable travelling distance of work premises for meetings, briefings, training, etc. in line with 
arrangements for hospital-based staff. This requirement will be specified at the time of 
advertising or when notifying staff of homeworking approval.  In determining what would be 
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deemed a reasonable distance, cognisance should be given to factors such as the feasibility 
and travel time and costs involved to attend meetings/events at the State Hospital or other 
known work locations, and how frequently the employee will be required to physically be on-
site at the State Hospital or other known work locations. 

• The organisation, by prior appointment, has the right to enter the employee’s home to inspect 
equipment and methods of storage, including a right of access to filing cabinets and to digital 
files relating to the organisation’s activities.  It would generally be expected that employees 
received at least five working days, and not less than two working days, advance notice of such 
home visits.  
 

b) Hours of work  
 

Hours of work should be agreed with homeworkers before homeworking begins.      
 
The hours agreed should give cognisance to service needs and having set work hours (or core 
work times) should help the employee keep a clear divide between work and home life.  

 
c) Domestic arrangements  

 
Homeworkers are required to carry out work duties during the agreed hours of work.   
 
Homeworking is not a substitute for carer’s leave, and suitable arrangements should be in place for 
childcare or other carer responsibilities during the homeworker’s agreed hours of work.  
 
Employees who are homeworking retain the same rights as other employees to seek amendments 
to working hours etc, through the State Hospital’s Flexible Working Policy or other relevant ‘family 
friendly’ policies. 

 
d) Allowances and expenses  

 
Homeworkers will be issued with a mobile phone for business usage, where applicable, and all call 
and rental charges will be paid by the organisation.  
 
Reimbursement of business travel costs will be based on the home address as the normal place of 
work and will be in line with Agenda for Change terms and conditions of employment.  
 
Given that homeworking is an employee’s choice, and taking into account that reduced commuting 
costs will help offset any costs associated with working from home, no additional homeworking 
allowances will be paid by The State Hospital. 
 
5.3 Homeworking Equipment and Workstation  
 
• The organisation will provide, for homeworkers, any IT equipment required for the work 

activities that are being undertaken from home.  The organisation will be responsible for the 
installation, maintenance, repair and removal of this equipment as required. Any stationery and 
similar office materials required will also be supplied by the organisation. 

• The organisation will, at its discretion and up to specified limits, reimburse the homeworker for 
the previously agreed purchase of essential equipment (e.g. desk, chair, filing cabinet).  The 
employee must be informed of the reimbursement limits before equipment is purchased, and 
the limits on the level of reimbursement must be comparable with the costs for similar 
equipment that is purchased for use on the hospital site.  

• The homeworker is responsible for keeping all such equipment in good condition, reasonable 
wear and tear accepted, and for reporting any damage or malfunction to the line manager.  

• The homeworker shall be responsible for ensuring that equipment and furniture purchased 
meets health and safety requirements as outlined within Appendix 2.  

• On termination of the contract of employment the organisation will have the right to enter the 
homeworker's home immediately to recover all its property including equipment, software and 
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copy documents and files.  Without prejudice to the organisation’s legal right, entry should 
always be by mutual agreement. Alternatively, the homeworker may opt to keep the equipment 
and/or furniture in exchange for a payment equal to the original cost, less 3% of the value per 
month of service since its purchase; otherwise the employer will have the right to remove the 
equipment.  

• Additional and/or specialist equipment may be required, due to a homeworker's disability. On 
such occasions it may be appropriate to have the workplace assessed by the local Disability 
Employment Adviser to advise on equipment available under the Access to Work scheme. 

 
5.4 Regular Information/Support/Communications  
 
Employee wellbeing is paramount and all employers have a duty of care to all employees 
regardless of where an employee is based.  Many homeworkers have identified that they have felt 
isolated from their organisation when they are based at home. The following provides guidance to 
managers and staff to ensure that those who work from home are supported and form an integral 
part of a team.  
 
• The manager should ensure that each homeworker has the opportunity to meet or have 

contact with the manager and/or team at least once a week.  
• In addition to regular and detailed team briefings, line managers must ensure that there are 

regular communications, between the office-based team and homeworkers.  
• Homeworkers should receive all relevant information, briefing papers and internal departmental 

communications.  
• Clear objectives should be agreed with homeworkers, and the manager should meet with 

homeworkers on a regular basis to review and evaluate progress and work performance. 
• Homeworkers must be supplied with relevant IT equipment (e.g. e-mail, telephone conference 

facilities, computer, remote access, etc) to allow them to maintain effective communication with 
the manager/team and work effectively from home.  

• Homeworkers should be allocated a work area on site, using principles of 'hot-desking', if 
appropriate, for the time they are expected to attend hospital premises. (Please note that users 
of the ‘hot-desk’ area must wear gloves to wipe down all equipment and furniture with 
decontaminant wipes prior to and after use of the area and dispose of gloves into the clinical 
waste stream.  All hard surfaces should be wiped including any areas/equipment the previous 
worker may have touched. 

 
5.5 Taxation and Insurance Arrangements  
 
Based on current legislation, it is not expected that there should be any additional personal 
taxation or Benefit in Kind implications on the homeworker as a result of working from home.  
 
It is not expected that there will be any Capital Gains Tax implications if the room used for working 
from home is dual purpose (i.e. occupies under 10% of the employee’s home). However, 
homeworkers should contact the Inland Revenue to confirm their individual circumstances.  
 
To obtain tax relief for working at home as an employee, it will normally be necessary for your 
contract of employment to require you to work from home.  
 
Where working at home is optional, it is unlikely that HMRC will accept a deduction for expenses. 
Further information can be obtained on the HMRC website at: 
http://www.hmrc.gov.uk/manuals/eimanual/eim32760.htm 
 
The organisation is responsible for ensuring that insurance cover is provided for employees 
working from home.  This includes cover for work equipment and any claim by a third party.   
 
The employee should inform their mortgage provider or landlord and home insurer of their intention 
to work from home.  They should check that there are no restrictions preventing them from working 
at home – for example, in their mortgage agreement, lease or insurance.   

http://www.hmrc.gov.uk/manuals/eimanual/eim32760.htm
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5.6  Withdrawal from Homeworking  
 
‘Homeworking’ is regarded as a long term commitment both for the organisation and staff. 
Notwithstanding this, homeworkers may seek to discontinue the arrangements and request to be 
based in work premises.  Any such requests, and the potential impact of the requested change, 
must be fully discussed by the manager and employee concerned prior to a decision being made.  
The line manager should take a compassionate approach to requests made due to exceptional 
personal circumstances.  
 
In the event that a request for discontinue homeworking is not approved, the manager will provide 
details in writing of why the request was refused.  In cases where a request is refused, the 
employee can use the Grievance Policy to appeal the manager’s decision. 
 
Homeworkers will be required to co-operate in enabling the organisation’s property to be removed 
upon cessation of homeworking or termination of employment.  
 
6. Working at Home 
 
This section details specific arrangements for ‘working at home’.  Working at home may occur 
when an employee requests, with the approval of their manager, to work at home on an occasional 
or adhoc basis, or for an agreed portion of their working time. 
 
6.1 Obtaining Approval for Homeworking 
 
Any periods of temporary or ad-hoc ‘working at home’ should be discussed and verbally approved 
in advance by the line manager. 
 
Where a request to ‘work at home’ relates to permanently amending work arrangements to work at 
home for a set proportion of the contracted work hours, the request must be submitted formally, in 
writing, by the employee to their line manager.  A ‘Working At Home Request Form’ is included in 
Appendix 4.   
 
Where the manager is uncertain about the suitability of the role for working at home, or about the 
capabilities of the employee, working at home arrangements can be approved subject to an initial 
3-month trial period to ascertain if this an appropriate working arrangement for the organisation 
and the employee.  In such circumstances, the working at home arrangement will be reviewed by 
the employee and their line manager after the 3-month period and the manager will provide written 
confirmation of the outcome of this review. 
 
In the event that a written request for working at home is not approved, the manager will provide 
details in writing of why the request was refused.  In cases where a request for working at home is 
refused, the employee can use the Grievance Policy to appeal the manager’s decision. 
 
6.2 Guidance for Working at Home:  
 
• Working at home should be used to undertake specific work activities.  
• Frequency and duration of working at home should be agreed with the manager and relevant 

colleagues.  
• Reasonable notice of a request to work at home must be given.  
• Once there is an agreement that an individual is to work at home for a part of a day, given day 

or given period of days, the arrangement should be respected in so far as possible.  
• Staff working at home may be recalled to work premises at short notice.  
• In cases where staff working at home are frequently recalled to work premises at short notice, 

working arrangements should be reviewed.  
• Individuals and colleagues/managers should jointly monitor the impact of time spent working at 

home.  
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• Perceived problems caused by staff working at home should be addressed within departments 
and/or teams.  

• Where an employee works at home more than 50 days in any one calendar year, that 
employee's manager should actively review ways of working, with particular regard to location 
of the workplace. In such circumstance, it may be appropriate to formalise the working at home 
arrangements.  

 
6.3 Terms and Conditions of Employment 
 
Employees who are working at home on a temporary or ad-hoc basis will retain all their current / 
contractual terms and conditions. 
 
a) Hours of work 
 
• Staff working at home are required to carry out their work duties during their normal hours of 

work.   
 
b) Domestic arrangements 
 
• Working at home is not a substitute for carer’s leave and suitable arrangements for childcare or 

other carer responsibilities should remain in place throughout the agreed hours of work.  
 
• Employees who are working at home on a temporary or permanent basis retain the same rights 

as other employees to seek amendments to working hours etc, through The State Hospital’s 
Flexible Working Policy or other relevant ‘family friendly’ policies. 

 
c) Allowances and expenses 
 
• Given that working at home is an employee’s choice, and taking into account that reduced 

commuting costs will help offset any costs associated with working at home, no expenses or 
homeworking allowances will be paid by The State Hospital to staff working at home. 

 
• Where an employee has requested to work at home on a permanent basis for a set proportion 

of their contracted hours, the contract of employment (or Job Plan for medical staff) must be 
amended to reflect the working at home arrangement that is agreed.   

 
6.4 Equipment for Working at Home 
 
For staff working at home on a temporary or ad hoc basis, the line manager should ensure the staff 
member has access to the essential IT equipment required for the work activities that are being 
undertaken at home (e.g. laptop and remote access token).   
 
For staff working at home on a permanent basis for a set proportion of their contracted hours, the 
principles set out within Section 5.3 of this policy (Homeworking Equipment and Workstation) will 
apply. 
 
Staff working at home will be responsible for keeping any equipment supplied by the organisation 
in good condition, and for reporting any damage or malfunction to the line manager.  
 
6.5 Health and Safety of Staff Working at Home 
 
Staff members who are spending periods of time working at home should complete a Working at 
Home Self-Assessment (Appendix 2). The purpose of the assessment is to establish the suitability 
of the home environment for periods of working at home, in line with the health and safety 
standards and requirements specified within Appendix 3.   
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The completed Working at Home Self-Assessment should be reviewed by the line manager to 
ensure that the home working environment, and associated health and safety arrangements, are 
suitable and sufficient for the work tasks being undertaken whilst working at home. Should any 
issues be identified, these must be discussed with the staff member and solutions agreed.  Should 
issues be identified that cannot be rectified by the staff member and their line manager, further 
advice should be sought from Occupational Health and may involve an Occupational Health Home 
Assessment.   
 
Individual staff members are responsible for maintaining their health and safety whilst working at 
home. 
 
7. Roles and Responsibilities  
 
Managers are responsible for: 
 
• Ensuring they communicate with staff about the policy  
• Consistently implementing the policy at a local level  
• Keeping accurate records of homeworkers 
• Providing supervision and support to homeworkers and staff working at home 
 
The HR Department is responsible for: 
 
• Providing expert advice and support on the application of the policy  
• Monitoring and reviewing the policy 
 
Employees are responsible for:  
 
• Complying with the policy 
• Attending training as necessary  
 
8. Managing Performance and Workload 
 
Arrangements for the provision of supervision and support for homeworkers, and for staff working 
at home, should be discussed and agreed by the manager and individual staff member.   
 
There should be clear work objectives, and performance standards and expectations should be 
made explicit for all staff working from or at home.   
 
Performance issues or concerns should be dealt with in accordance with State Hospital policies 
and procedures for conduct and capability. 
 
9. Information Governance 
 
The State Hospital’s Information and Network Security policies and procedures must be adhered to 
during any form of home working.  General guidance on information governance for homeworkers 
and staff working at home is included in Appendix 5. 
 
Homeworkers, and staff working at home, must complete all mandatory Information Governance 
training, including an annual refresher.   Failure to retain compliance with training requirements 
may result in termination of home working arrangement. 
 
Paperless working should be implemented, where possible, to avoid handling sensitive/identifiable 
paper correspondence at home.  Where paper documents containing sensitive material/identifiable 
clinical details are required, the home worker must obtain prior authorisation from their line 
manager and must be able to securely store the documents in a locked area/drawer/cupboard not 
accessible by other household members.  If this facility is not available this should be identified in 
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the Home Working / Working at Home Self-Assessment and adjustments considered (e.g. 
paperless system or provision of lockable receptacle).   
 
Any staff working from or at home should ensure that screens displaying sensitive/ identifiable 
information are not visible to anyone other than the home worker, and that all work related 
conversations are private and unable to be heard by other household members.  
 
10. Format 
 
The State Hospitals Board recognises the need to ensure all stakeholders are supported to 
understand information about how services are delivered. Based on what is proportionate and 
reasonable, we can provide information / documents in alternative formats and are happy to 
discuss with you the most practical and cost effective format suitable for your needs. Some of the 
services we are able to access include interpretation, translation, large print, Braille, tape recorded 
material, sign language, use of plain English / images.  
 
If you require information in another format, please contact the Person Centred Improvement Lead 
on 01555 842072. 
 

Key Stakeholders Consulted (Y/N) 
Patients N 
Staff Y 
TSH Board N 
Carers N 
Volunteers N 

 
 
11. Communication and Review  
 
This policy will be communicated to all stakeholders within The State Hospital via the intranet and 
through the staff bulletin. This policy will be reviewed every 3 years by the HR and Partnership 
Policy Review Group. 
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Appendix 1 
HOMEWORKING REQUEST FORM 

 
This form is designed to help facilitate discussions between an employee and their line manager 
when an employee requests to work from home*.  
 
*Homeworking/Working From Home is where an employee’s contractual base is their home even 
though they may work other than at home for periods of their working time. 
 

EMPLOYEE DETAILS 
Employee Name       
Job Title       
Department       
Location       
Working hours per week       
Line Manager       
EMPLOYEE WFH REQUEST 
Reason for homeworking 
request 

      
 
 
 

I would require the 
following equipment  
e.g. laptop, telephone line, 
broadband connection, 
RAS Token.  

      

EMPLOYEE DECLARATION 
□ I understand that I may be required to attend work premises at reasonable notice to attend 
meetings, training etc.  
□ I understand that The State Hospital, by prior appointment, has the right to make 
arrangements and to enter my home, at any time during normal working hours, to inspect 
equipment and methods of storage, including a right of access to filing cabinets and to digital 
files relating to State Hospital activities.   
□ I understand that I am required to carry out my work duties during my normal hours of work 
and that any domestic arrangements such as childcare/carer arrangements must remain in place 
throughout the hours of work. 
□ I understand that whilst working from home is regarded as a long term commitment, a request 
to revert to the previous agreement can be made by either me or my line manager where practical 
and within the operational needs of the service.    
□ I confirm that I have read the policy and I understand my responsibilities regarding home 
working including Health and Safety as advised in Appendix 3 of the policy and Information 
Governance Guidance as advised in Appendix 5 of the policy. 
Signed       Date       
Print Name       

 
LINE MANAGER SECTION 
This should be completed as part of the discussion in line with Section Five  of the 
Homeworking and Working at Home  Policy  
Outline the nature of the 
role to be undertaken from 
home 

 

Outline how the duties of 
the post are suitable for 
homeworking 

 

Outline the objectives, 
milestones and outputs to 
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allow suitable measures of 
the work 
Outline the impact and 
benefit of homeworking in 
terms of practical 
implications, service 
delivery, cost, benefits and 
risk 

 

Detail the equipment or 
facilities required to enable 
the employee to work 
safely, effectively and in 
accordance with 
information governance 
requirements (see 
appendices 2, 3 and 5 of 
the policy) 
  

 

Has this request for ‘Homeworking’ been approved?  

      Yes □ (If YES, please complete the ‘Line Manager Declaration’ section)   
       No □  (If NO, please note the reason(s) for refusing this request below) 
 
Reasons for not approving this request: 
 
 
 
 
LINE MANAGER DECLARATION 
□ I have considered this application in view of the following criteria as described in Section 5 of 
the Homeworking & Working at Home Policy: 

• The nature & suitability of the job role 
• The suitability of the home environment 
• Capability and competence of the post holder 

□ I confirm that a risk assessment has been carried out of the employee’s home to establish the 
suitability of the home for working in compliance with health and safety standards to identify any 
specific requirements. 
□ I confirm that regular support, information and communication structures have been discussed 
and agreed. 
□ I confirm that the employee has been advised that they are required to carry out their work 
duties during their normal hours of work and that any domestic arrangements such as 
childcare/carer arrangements must remain in place throughout the hours of work. 
□ I understand that whilst working from home is regarded as a long term commitment, a request 
to revert to the previous agreement can be made by either the employee or me as line manager 
where practical and within the operational needs of the service.    
I confirm that the following homeworking arrangements have been agreed 
(Enter details of arrangements here) 
 
 
 
Signed       Date       
Print Name       

 
On completion, please email this form to the HR Department for filing in the employees file.  
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Appendix 2 
 

HOMEWORKING & WORKING AT HOME SELF-ASSESSMENT FORM  
 

This self-assessment form must be completed to determine the suitability of arrangements for 
homeworking and working at home. This should be discussed in full with your manager and mutually 
agreed where possible. Please complete it as accurately as possible and return it to your line 
manager upon completion. A self-assessment should be completed annually. Should you move to 
new premises, please complete a revised form. 

 

 
Assessment of the Home Environment Yes n/a NO Comments 
Do you have a room which will be specifically used for 
homeworking? 

    

Is there sufficient separation from other individuals in the home?     
Is the work area suitable in terms of heating, lighting and 
ventilation? 

    

Are all electrical equipment, leads, cables & plugs used for work 
purposes free from visual damage or defect?   NB   All electrical 
equipment & cables should be visually checked before use 

    

Are there sufficient electrical sockets to prevent overloading?     
Electric cables routed to avoid a tripping hazard?     
Is the work area kept tidy and traffic / escape routes kept clear?     
Are all combustible materials, including paper stored away from 
possible ignition sources? 

    

Is there a working smoke alarm in the home?     
Can work equipment, files, paperwork, etc be secured when not 
in use? 

    

Do home working activities involve significant manual handling?     
If YES, have manual handling activities been subject to risk 
assessment? 

    

Have you completed LearnPro Manual Handling Essentials 
module?  

    

Have you completed Information Governance online training 
module?  

    

Is homeworking permitted under the terms of your buildings and 
contents insurance and/ or tenancy agreement? 

    

Are first aid supplies available?     
Please confirm there are no health reasons why you should not 
lone work in the home. 

    

 
Home Worker DSE User Assessment 
1. About Your Home Workstation Yes No Comments 
Is there a desk or table available to use as a workstation?    
If No, please state how/ where you are using the Display Screen Equipment (DSE): 
 
 
Is there adequate ventilation, reasonable temperatures & suitable 
lighting to perform the role effectively and in comfort? 

   

Name  Job Title  
Department  Self- Assessment Date  
Self Assessment Relates To:  Homeworking     Working at home       
For ‘Working at Home’ What is the 
Frequency of Working at Home 

Daily        1-2 times/ week        3-4 times/ week        Ad-hoc   

For temporary/fixed periods of 
working at home, what is the agreed 
period this arrangement is for 

 

Hours of work/work pattern:  
IT Equipment Provided (eg PC/ 
Laptop, keyboard, mouse etc.) 
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2. About You Yes No Comments 
Do you know how to correctly set up your workstation equipment?    
Have you completed DSE Awareness LearnPro Module?    
Do you take regular breaks working away from DSE activities?    
Do you know how to report any concerns that relate to DSE use?    
Do you know how to access entitlements to regular sight testing and 
employer’s contribution to corrective eyewear costs? 

   

Do you have an existing medical condition that you feel is being or 
could be aggravated by DSE use at home? 

   

Are you free of ill health effects sometimes attributed to using DSE?  
e.g upper body pain, pain or pins & needles in fingers /wrist/ hand, 
pain, sore/ dry eyes, headaches, neck ache 

   

3. Table/ Desk Yes No Comments 
Is there enough space for you to rest your wrists & forearms in front 
of the keyboard? 

   

If No, can items be moved/ removed to provide more space?    

Is the surface free from reflection?    
Is there enough room to change position and vary movement?    
Is the area free from trailing/ unsecured lengths of cable?    
Does ‘under-desk’ storage of items impact seated position?    
4. Work Chair Yes No Comments 
Is a height adjustable chair with a 5 foot base available?    
If No, describe work chair being used at home: 
 
Is chair set at a height where your elbows are level with the top of the 
table/ desk? 

   

If No, what is preventing you setting the chair at this height, eg Not height adjustable, Chair arms, Desk/ table too 
low 
 
With the chair at this height, can you place your feet flat on the floor?    
If No, is a footrest available?    
Has the back rest height been adjusted so the small of the back is supported by the lumbar curve of the seat back? 
If No, what is preventing back rest adjustment, eg Not height adjustable, Broken, Don’t know how 
 
If used on hard surface flooring, is there a requirement for brake-able 
castors to control inadvertent chair movement? 

   

5. Laptops and Portable Computing Systems Yes No Comments 
Only complete this section if  a laptop docking station is not available 
Is a separate monitor or laptop stand available?    
Is a separate keyboard available?    
Is a separate mouse available?    
If No to above, describe how you are using the laptop at home 
 
6. Keyboard Yes No Comments 
Can the tilt of the keyboard be adjusted?    
Are the characters on the keys easily readable?    
7. Mouse Yes No Comments 
Positioned within easy reach so you can operate it without stretching 
your arm or bending your wrist? 

   

Where applicable, do you use relevant keyboard short cuts to reduce 
time using your mouse? 

   

8. Monitor Yes No Comments 
Is monitor/screen positioned directly in front of you?    
Is monitor/ screen positioned arm’s length (45-65cm) away?    
Are your eyes at the same level as the top of the screen?     
Can the screen tilt be adjusted?    
Can you clearly read text on the screen?    
Are brightness and contrast controls available and easy to adjust?    
Is monitor/ screen free from reflection/ glare?    

 



Page 16 of 23 

Additional Comments Document any issues associated with home working  not already captured in this 
assessment 
 
 

 
Line Manager to complete on receipt of Home Working Self-Assessment  
Date Received  Received/ Checked by  

 
Current home working arrangements are fit for purpose and meets the needs of employee? 
 

   Yes If ‘Yes’, date and sign the assessment and review at regular intervals 
 

   No If ‘No’, complete the ‘further action section of the assessment 
 

Further Action (detail adjustments to be applied or rationale 
for failure to agree Home Working) 

Responsible Person Target Date 

 
 
 
 
 
 

  

 

 
 
  

Assessment Completed By  Designation  Date  
Assessment Agreed By  Line Manager Date  
Assessment should be reviewed following incident/injury, a change to working practice or at least quarterly  
1st Review Completed By  Designation  Date  
2nd Review Completed By  Designation  Date  
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Appendix 3 
HOMEWORKING HEALTH AND SAFETY ISSUES 

 
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 State Hospital 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; and  
 
c) the provision of information, instruction, training and supervision necessary to ensure health 

and safety.  
 
The employer will make a suitable and sufficient assessment of all the risks to the health and 
safety of their homeworkers by identifying any hazards in the home, assessing the risks those 
hazards might pose to the 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 
homeworker is required to assist in that process by completing a preliminary Homeworking Self 
Assessment Form (Appendix 1). This assessment should take place before a new employee, or 
existing member of staff is designated a homeworker and then reviewed on a regular basis.  
 
Homeworkers are required to take reasonable care for their own health and safety and that of other 
persons who may be affected by their acts and omissions at work in the home. Without prejudice to 
The State Hospital Board’s duties as employer, the homeworker's duties in this regard are likely to 
be significant because the working environment is not under the employer's control.  
 
Risk Assessments should take into account the following issues:  
 
1. Display Screen Equipment  
 
A homeworker will not be permitted to carry out a significant amount of work at a home based work 
station until such risk assessment has been carried out and any recommendations implemented. 
Such assessments shall be conducted by someone who has received relevant training. The 
"workstation" as defined in the Health and Safety (Display Screen Equipment) Regulations 1992 
includes the display screen, the software, the keyboard, disk drive, telephone, modem, printer, 
documents holder, work chair, work desk, work surface, 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 (PUWER) do apply to the home. 
Other equipment not comprising part of the "workstation" as defined above 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. Particularly important will be 
proper storage facilities for paper files.  
 
3. Handling Loads  
 
Homeworkers 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.  
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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 homeworker to slip, trip or fall. If the employer 
approves 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 
only responsible for electrical equipment which it supplies. However, before allowing a homeworker 
to work from home the organisation will ensure that the homeworker's own electrical wiring is 
adequate for the purposes intended. Maintenance of the wiring is the homeworker's responsibility.  
 
6. Substances and materials  
 
The employer is only responsible for substances and materials it provides to homeworkers. 
Procedures under the Control of Substances Hazardous to Health Regulations 1994 should be 
complied with. (Please refer to The State Hospital Health and Safety Policy.)  
 
7. Security  
 
Staff who undertake to meet with members of The State Hospital or members of the public in the 
course of their employment should make appropriate arrangements to meet at the local work office 
or in a public building.  
 
8. First Aid  
 
In accordance with 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 
homeworker has adequate and appropriate first aid provisions in the home. It shall be a contractual 
obligation on the part of the homeworker to allow managers to have reasonable access to the 
home, by appointment, in order to carry out inspections for health and safety purposes. The 
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.  
 
9. Homeworkers’ Intellectual Property and Data Protection  
 
Employees do not own the copyright in work produced in the course of employment with The State 
Hospital unless there is a written agreement to the contrary. It is the duty of the homeworker to 
take all reasonable precautions to protect confidential information relating to employment with The 
State Hospital which is stored in the home and, in particular, from other people residing in or 
visiting the home.  
 
Information is confidential where it is expressly stated to be confidential. Information can also be 
confidential where its nature or quality attracts confidence by implication, or where it is covered by 
the data protection legislation. Information which contains data about any identifiable living 
individuals is likely to be subject to the General Data Protection Regulation and the Data Protection 
Act 2018. Homeworkers, as employees, do not need to register separately under this Act; they are 
covered by The State Hospital’s Register entry. However, homeworkers will need to know and 
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understand their obligation to keep data about any identifiable living individuals confidential and 
secure, and to comply with the Data Protection Principles.  
 
In practice, the homeworker’s obligations as set out above are best observed by keeping work life 
and domestic life separate. All State Hospital devices issued will require, as a minimum a 
password to access the information stored on it.  This security is to protect information from being 
accessed by others.  Great care should be taken not to inadvertently disclose usernames or 
passwords.  
 
Computer files which are not contained in The State Hospital networked drives should be regularly 
backed up onto disc and stored away from the home. Managers are responsible for agreeing and 
monitoring procedures for ensuring the security of work, information, and data and files under the 
homeworker's control. Homeworkers should comply with The State Hospitals eHealth department 
procedures on virus checking and logging off when a computer is not in use. 
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Appendix 4 
EMPLOYEE REQUEST TO ‘WORK AT HOME’  

 
This form is designed to help facilitate discussions between an employee and their Line Manager 
when an employee wishes to request a permanent arrangement to work at home*.  
 
* ‘Working at home’ is where a staff member works at home on a temporary or ad-hoc basis, or for 
an agreed proportion of their contracted working hours.   
 
Any periods of temporary or ad-hoc ‘working at home’ should be discussed and verbally approved 
in advance by the line manager. Where a request to ‘work at home’ relates to permanently 
amending work arrangements to work at home for a set proportion of the contracted work hours, 
the request must be submitted formally, in writing, by the employee to their line manager, using the 
form below.   
 

EMPLOYEE DETAILS 
Employee Name       
Job Title       
Department       
Location       
Working hours per 
week 

      

Line Manager       
EMPLOYEE WORKING AT HOME REQUEST 
I would like to work at 
home:  

No. of  days 
       No. of working hours       

Reason for ‘working at 
home’ request 

 
 
 
 
 

The specific work activities 
that will be undertaken 
whilst working at home 
are: 

 
 
 
 
 
 
 
 
 

Potential impact (positive 
or negative) on myself/ 
colleagues/ team of me 
working at home for the 
requested number of 
days/hours per week: 

 
 
 
 
 
 
 
 
 

The impact of me working 
at home on my family or 
anyone else living in my 
house would be: 
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EMPLOYEE DECLARATION 
I understand that working at home arrangements do not preclude me from being recalled to work 
premises at short notice if required. 
I understand that I must be contactable by telephone during agreed work hours when working at 
home. 
I understand that I am required to carry out my work duties during my normal hours of work and 
that any domestic arrangements such as childcare/carer arrangements must remain in place 
throughout the hours of work. 
I confirm that I have read the policy and I understand my responsibilities regarding working at 
home, including Health and Safety as advised in Section 6.3 of the policy and Information 
Governance as advised in Appendix 5 of the policy. 
I understand that this working at home agreement should be reviewed regularly and that a request 
to revert to the previous agreement can be made by either me or my Line Manager at any time.   
Signed       
Print Name       
LINE MANAGER SECTION  
This should be completed as part of the discussion in line with the general guidance in 
Section Six of the Homeworking & Working at Home policy. 
Outline how the work 
activities are suitable for 
working at home: 

 
 
 
 
 
 
 
 
 

Outline the objectives, 
milestones and outputs to 
allow suitable measures of 
the work undertaken at 
home: 

 
 
 
 
 
 
 
 
 

Outline the impact and 
benefit of working at home 
in terms of practical 
implications, service 
delivery, cost, benefits and 
risk.  

 
 
 
 
 
 
 
 
 

Detail the equipment or 
facilities required to enable 
the employee to work at 
home safely, effectively 
and in accordance with 
information governance 
requirements (see 
Appendices 2, 3 and 5 of 
the policy).  

 
 
 
 
 
 
 
 
 

Record of any equipment 
or facilities provided by the 
State Hospital to 
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support/enable working at 
home: 

 
 
 
 
 
 
 
 
 
 

Has this request to ‘Work at Home’ been approved?  
 

      Yes □ (If YES, please complete the ‘Line Manager Declaration’ section)   
       No □  (If NO, please note the reason(s) for refusing this request below) 
 
Reasons for not approving this request: 
 
 
 
 
LINE MANAGER DECLARATION 

□ I confirm that the work activities to be undertaken whilst working at home have been 
discussed and agreed with the employee. 

□ I confirm that the employee has the required equipment to enable working at home. 

□ I confirm that I understand my responsibilities regarding Information Governance as advised in 
Appendix 5 of the policy. 

□ I understand that this working at home agreement should be reviewed regularly and that a 
request to revert to the previous agreement can be made by either the employee or me as the 
Line Manager where practical and within the operational needs of the service. 
 
I confirm that the following Working at Home arrangements have been agreed 
(Enter details of arrangements here) 
 
 
 
 
 

 

Signed 
 

      Date       

Print Name 
 

      

 
 
 
On completion, please email this form to the HR Department for filing in the employees file.  
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Appendix 5 
WORKING FROM/AT HOME 

INFORMATION GOVERNANCE GUIDANCE 
 
General 
 
The need to manage information securely and in confidence has not changed. Everyone should 
take particular care when working at home that; 
 

• Other people cannot see the information on your screen 
• Other people cannot access your @NHS.scot mail account. 
• Paper and documents are locked away when not in use. 
• Telephone calls are not overheard. 

 
@NHS.Scot Mail  
 
@NHS.scot mail is a secure email platform if used correctly.  
 
Do not save your login details to your personal device. 
 
All use of the @NHS,scot email platform must conform to the Acceptable Use Policy for Office 365 
Email and our local  policies. 
 
Working with personal identifiable, sensitive or confidential information 
 

 The State Hospital issued equipment. 

 The State Hospital VPN.  

 @NHS.scot mail using https://outlook.office.com. (including personal devices) 

 Personal Laptop / PC. 

 Personal Mobile / Tablet. 

 Paper documents. 

 Print documents. 

 Create CD/DVDs. 
 

Working with non-identifiable and low risk information 
 

 The State Hospital issued equipment. 

 The State Hospital VPN.  

 @NHS.scot mail using https://outlook.office.com. (including personal devices) 

 Paper documents. 

 Personal Laptop / PC (other than Windows 10). 

 Personal Mobile / Tablet. 

 Print documents. 

 Create CD/DVDs. 
 

Report any incidents through Datix or to your line manager. 
 
Further guidance and advice, email TSH.DataProtection@nhs.scot  

https://outlook.office.com.(incliding/
https://outlook.office.com.(incliding/
mailto:TSH.DataProtection@nhs.scot

	Job Title
	Name
	Department
	Yes
	n/a
	NO
	Yes
	No
	If No, please state how/ where you are using the Display Screen Equipment (DSE):
	Yes
	No
	Yes
	No
	Yes
	No

	If No, describe work chair being used at home:
	Yes
	No

	Only complete this section if  a laptop docking station is not available
	If No to above, describe how you are using the laptop at home
	Yes
	No
	Yes
	No
	Yes
	No



