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Homeworking Policy  

1. Introduction:  

1.1 The Company is committed to attracting and retaining the very best talent. It also 
appreciates that the UK workforce is becoming increasingly diverse and includes a high 
percentage of parents and individuals with caring responsibilities, as well as those whose 
interests and aspirations impact on their working time.  

1.2 The Company recognises the importance of supporting its workforce to balance their 
work and home life by offering flexible working arrangements that enable them to 
maintain their work-life balance with other personal and professional priorities. In 
addition, the Company recognises that staffing levels must remain in line with the 
demands of the business at all times to ensure growth and continuity of service delivery 
to our schools, children and families.  
 

2. Aim:  

 This policy aims to set out the ways in which homeworking can increase staff motivation, 
build better relationships between the Company and its employees, increase the rate of 
retention of staff, reduce absence, attract new talent, promote work-life balance and 
reduce employee stress. In doing so, this will improve the Company’s efficiency, 
productivity and competitiveness.  
 

3. Purpose: 

3.1 The Company recognises that employees may undertake some of their duties away from 
their normal place of work, for a number of reasons and with varying degrees of 
frequency.  
 
There are two main categories of homeworking: 
 

 Agile working - Occasional/ad hoc homeworking: this arises in relation to specific 
pieces of work or for specific periods. It does not follow a regular pattern, is 
combined with working from the employee’s normal Company workplace and is 
subject to prior approval of a line manager. It may be granted as part of a phased 
return to work after maternity or sickness absence, or be a temporary 
arrangement due to family commitments or domestic circumstances.  
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 Regular homeworking: this is an agreement between the Company and the 
employee to work from home during agreed times, or a combination of 
homeworking and attendance at a Company workplace, on a regular and on-going 
basis. 

 
3.2 This policy applies where the Company has granted permission for an employee to work 

from home. The Company expects its workforce to comply with the requirements of this 
policy set out below.  
 

3.2 When a request of homeworking is received, the Company will take in to account a 
number of criteria including (but not limited to) the following: 
 

 the cost of the proposed arrangement 

 the effect of the proposed arrangement on other staff 

 the level of supervision that the post-holder requires 

 the structure of the service and staffing resources 

 other issues specific to the individual service and departments  

 an analysis of the tasks specific to the role, including their frequency and 
duration to ensure efficiency of service delivery to our schools, children and 
families.  
 

4 Eligibility to make a request:   

4.1 Employees are eligible to apply for homeworking in the following circumstances: 
 

 where the employee has successfully completed the probationary period 
attached to their job role 

 where the employee’s role does not involve supervisory duties that require 
undertaking in person alongside the team members involved  

 no aspect of the employee’s recent appraisal was marked as unsatisfactory 

 the employee’s disciplinary record is clean.  
 

4.2 Applications for homeworking will be granted where the employee’s line manager is 
satisfied that the needs of the business can continue to be met while the employee works 
from home routinely on pre-determined periods of the working week.   
 

4.3 Homeworking must be cost-effective and ensure that there is no significant increase in 
workload on other colleagues. The work done by the employee must be capable of being 
done from home.  
 

4.4 The line manager may liaise with the Head of People (HR) in relation to applications for 
homeworking, to confirm the arrangements.  
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4.5 The Company will consider homeworking request from all eligible post-holders regardless 
of their age, sex, sexual orientation, race, religion or belief, disability, marital status, 
pregnancy or maternity, or gender reassignment. 
 

6. Agile working (Occasional/Ad hoc homeworking): 

6.1 The Company is committed to agile working and has provided most staff with mobile 
phones and laptops to support this aim.  The term agile working includes working from 
home and different secure locations time to time with prior agreement of their line 
manager.    
 

6.2 For agile working, staff are reminded that they do not need to formally request occasional 
home working and/or working from other secure locations such as the Civic Centre and 
from one of our client settings.   
 

6.3 Staff are reminded to apply common sense and be courteous to their colleagues by 
informing their line manager and team in advance if they decide to work from home or 
another secure location on a particular day.   They must also ensure that their electronic 
diary is up to date. 
 

6.4 The Companywide agile working practice has been agreed on the basis of honesty, trust 
and good faith for certain type of roles that do not require the post-holder’s physical 
presence in the Company’s main offices on each working day.  However, managers are 
required to monitor compliance and staff are reminded that any misuse or wilful acts of 
dishonesty will be treated as gross misconduct liable for disciplinary investigation and 
may result in disciplinary action.   
 

7. Applying for routine homeworking:  

7.1 Employees that wish to apply for routine homeworking for a define period, should do 
the following:  
 

 Prior to making an application, the employee must discuss his/her proposed 
application with their line manager. In such a discussion, the employee should 
consider the following aspects of the formal application and discuss any issues 
arising from the points below with their line manager informally.  
 

 Once a discussion has been held by the employee’s line manager, the employee 
should submit a formal application, which should address the following points: 

 

a. confirmation that the employee meets the eligibility criteria for routine 
homeworking   

b. the date from which the arrangements are intended to start and finish (at 
least [insert time period] from the date of the application)  
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c. the proposed number of days to work from home - the whole working 
week, or only certain days 

d. proposed hours of work 

e. the proposed organisation of the home working environment - available 
separate room, security arrangements for Company equipment and 
Company materials/documentation 

f. extent of availability to attend the workplace, for meetings, cover 
colleague absences etc  

g. how the employee proposes that contact will be maintained with their 
line manager.  

 
7.2 As part of the application, the employee should demonstrate how s/he will achieve the 

following:  
 
 

 managing workload independently  
 self-motivation and working to own initiative  
 adapting to the different working practices involved  
 problem-solving and different pressures associated with working alone  
 adapting to different methods of being line managed and liaising with colleagues.  

 

 
The application must also state whether the request is made in pursuance of a 
reasonable adjustment under the disability discrimination provisions of the Equality Act 
2010.  
 

7.3 Homeworking may invalidate an employee’s home contents insurance policy. Employees 
are required to check the policy prior to applying and, if successful, provide a copy of the 
policy wording and schedule to their line manager if their application is granted.  
 

8. Procedure for handling an application: 

8.1 Line managers will be required to meet with the employee and complete the 
homeworking questionnaire (appendix 1).  
 

8.2 If the line manager accepts the employee’s application, written confirmation will be 
provided and a ‘Homeworking Agreement’ will be issued for the employee to sign and 
return. 
 

8.3 
 

 

If the line manager is unable to accept the employee’s application, the reasons for the 
rejection will be issued in writing to the employee. The employee may appeal the decision 
within 14 working days of the decision being issued. The reasons for the appeal should 
be set out in writing and sent to the Managing Director.  
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9. Homeworking agreements and trial period: 

9.1 Accepted applications will be subject to the signing of a Homeworking Agreement and the 
successful completion of a trial period.  
 

9.2 The aim of the trial period is for both the employee and the Company to evaluate whether 
the new working arrangements set out in the Homeworking Agreement work as expected.  
 

9.3 At the end of the trial period, the line manager will meet with the employee to evaluate 
the success of the trial. The line manager will determine whether the trial has been 
successful and confirm that the Homeworking Agreement may continue.  

9.4 During the trial period, or at the evaluation meeting, either side may propose reasonable 
amendments to the terms of the Homeworking Agreement to facilitate a smoother 
working arrangement. The Company reserves the right to terminate the Homeworking 
Agreement by declaring the trial has been unsuccessful if proposed amendments are 
unreasonable, unworkable, no amendments can be implemented or the employee’s work 
output, quality, oversight etc suffered to the detriment of the Company. 
 

10. Homeworking agreement: 

10.1 A bespoke homeworking agreement (appendix 2) specific to the employee’s 
circumstances is drawn up during the application process, and sets out the terms of the 
arrangement for the employee to work from home.  

10.2 It will reflect the following points, subject to any modification agreed during the trial, as 
well as the practical considerations to enable the homeworking to operate smoothly: 
 

 the Company reserve the right to terminate the homeworking arrangement at 
any time for any reason by giving reasonable notice 

 employees are required to be available during the core hours specified in their 
homeworking agreement 

 if any issue arises that causes an employee to no longer meet the eligibility 
criteria at the outset of this policy, the Company will review the homeworking 
arrangement and may terminate it by giving reasonable notice  

 the homeworking arrangements will be subject to periodical reviews  

 employees working from home will be expected to attend meetings and other 
office-based events as and when required by their line manager  

 employees working from home are required to comply with Company policies, 
including holiday, performance targets, sickness, absence etc 
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11. Homeworking practical arrangements: 

11.1 The Company supplies homeworkers with the necessary equipment such as a laptop and 
a mobile phone. The equipment remains the Company’s property and the security and 
safekeeping of these items including protection of sensitive data and company 
information during homeworking are employee’s the employee’s responsibility. The 
employee will be required to liaise with the Company’s IT department and will attend the 
relevant office when needed so the necessary updates, maintenance checks, and repairs 
of the equipment can be undertaken.  
 

11.2 
 
 

Employees should take reasonable care of the Company equipment and only use it for 
Company business.  

11.3 Personal equipment that an employee uses for work purposes remains their responsibility 
and the Company is not liable for any loss, damage, repair or replacement of any personal 
equipment. If an item of equipment is deemed necessary for work, the employee should 
contact their line manager. 

11.4 Employees should maintain regular contact with their line manager so that the Company 
can work towards early resolution of any problems. This applies to problems with 
Company equipment and also in relation to the ongoing suitability of the homeworking 
arrangement; pressures and stress occur equally to homeworkers as they do to those 
working at the Company’s offices and the Company encourages the early reporting of 
these issues so that practical steps can be considered and implemented to the mutual 
agreement of both the homeworker and the line manager.  
 

11.5 The costs of electricity, water, heating, telephone, broadband and other utilities will not 
be covered by the Company. These costs will remain the employee’s responsibility. 
 

11.6 Employees must keep Company data and Company materials safe and secure at all times, 
ensuring reasonable precautions are being taken to maintain confidentiality in 
accordance with the Data Protection policy. 
 

11.7 Employees should refrain from revealing to customers/clients that they work from home. 
Employees must not provide their personal address or personal contact details 
customers/clients or third parties associated with the Company. Meetings between 
customers/clients and employees at home are prohibited. All communications should be 
routed through the Company workplaces. 
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12. Health and safety for homeworkers:  

 The Company’s health and safety policies applies to homeworkers. Homeworkers are 
required to comply with a number of health and safety considerations in respect of the 
space utilised as their workplace in their home environment. Homeworkers are required 
to attend the office to undergo health and safety training. 
  

13.  Risk assessment:  

13.1 A risk assessment will be undertaken to determine any relevant risks and to prevent harm 
to the homeworker or anyone else who may be affected by their work, in respect of the 
workplace itself and the working arrangements. The Company may need to check such 
workplaces from time to time as the homeworking arrangement proceeds. The Company 
may require self-assessment of the some aspects of the workplace and training may be 
provided as necessary. Any steps necessary from these various risk assessments will be 
undertaken to ensure the homeworker has a safe workplace.  
 

13.2 A specific risk assessment will be done on employees who inform the Company that they 
are pregnant. In order for this to take place, homeworking employees who become 
pregnant should notify their line manager of their pregnancy immediately. More details 
about what to do are available in the Company’s policies on Pregnancy and Maternity.  
 

14. Electrical equipment: 

 Homeworkers are required to use all equipment supplied by the Company safely and in 
accordance with best practice and manufacturer’s guidelines. The Company will check 
all Company electrical equipment for safety. Homeworkers will be responsible for any 
other electrical equipment used by them in their work activities and will continue to be 
responsible for the safety of electrical sockets and wiring in their home. 
 

15. Working time: 

 Employees are responsible for ensuring they take their rest breaks as defined in their 
contracts of employment. Working time should be monitored and rest breaks of at least 
20 minutes for every six hours of working should be taken.  
 

16.  Accidents at home:  

 Employees are required to report any accidents during homeworking times to their line 
managers immediately.  
 

17. Hazardous substances: 

 The safety of any substances provided by the Company to the homeworker will be suitably 
labelled with the appropriate information supplied in relation to any substances which 
are hazardous to health, so that employees can identify these.  
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18. Positioning of equipment: 

 Homeworkers are required to ensure that their workstation at home is suitable and does 
not pose a hazard to them.  Employees are reminded to book and complete the relevant 
DSE training if they haven’t already. Homeworkers are required to report any problems 
to their line managers immediately.  The Company will provide homeworking self-
assessment checklists for this for the benefit of employees.  
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Appendix 1 
 

Homeworking Questionnaire 
 
Employee name: …………………………………………………………………. 
 
Manager name:…………………………………………………………………… 
 
In considering an employee’s application to work from home, their line manager should complete this questionnaire with regard to the facilities 
at the employee’s home. It also asks questions regarding the overall suitability of the employee for homeworking. 

 

Consideration Yes No Comments 

Is it possible for the individual’s work to be done in the home 
environment? 

 

 

 

 

 

 

Will service needs or customer demands be affected? 
 

   

Will home working have a significant impact on the efficiency of 
the office and service? 

   

Is the individual self-disciplined and able to work without close 
supervision? 

   

Does the employee have suitable accommodation at home, i.e. 
free from distraction? 

   

Are there suitable facilities for connections to be made e.g. 
broadband link? 
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Consideration Yes No Comments 

Does the employee need access to files which should not be taken 
home? 

 

 

 

 

 

 

If electrical equipment is in good order and is regularly maintained? 
 

   

Are there suitable facilities for connections to be made e.g. 
broadband link? 

   

Have you ensured that employees working from home can comply 
with the Company’s information management, security policy and 
data protection policy? 
 

   

Have arrangements been made to ensure that homeworkers receive 
the necessary health and safety training? 

   

Does the employee’s home have adequate furniture, ICT equipment 
and materials to enable all aspects of the job to be carried out 
satisfactorily and safely? 

   

Have you ensured that all reasonable care has been taken to ensure 
that the employee has a safe working environment in a comfortable 
ergonomic position, that suitable breaks are to be taken to prevent 
undue tiredness or injury and that work is not in excess of their 
contractual hours? 
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Consideration Yes No Comments 

Does your accident procedure include arrangements for home 
workers? 

 
 

 
 

 
 

Do you have a system for electrical equipment to be tested at regular 
intervals by a competent person? This is commonly referred to as 
Portable Appliance Testing (PAT). 

 
 

 
 

 
 

Do you need any special arrangements to be in place to contact the 
employee? 

 
 

 
 

 
 

Have you set up suitable terms and conditions for employees working 
at home? 

 
 

 
 

 
 

 

     Manager’s signature:  
 

Date:  
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Appendix 2 
Homeworking Agreement for Designated Homeworkers 

 
 

1. Introduction:  
 
This agreement is intended to be fully complied with by both parties and has to be understood and agreed in full, to be implemented by the 
Company and the employee. It has been agreed that from ………………..you will work ….. day/days (*delete as appropriate) a week from home.  
 
This agreement will initially be for a trial period of ……………..(three/six/ months or other time period if agreed). After this time a decision will be 
made on the extension of this agreement. The decision to homework is changeable by the Company with one-month notice and if the agreement 
is reversed, the employee will return to their original pattern of work.  
 
 

2. Health and Safety:  
 
By signing this agreement, you confirm that you have adequate office space, ventilation, etc.  
 
You have been provided with a tailor-made homeworking self-assessment checklist to cover the following:  
 

 Display Screen Equipment (DSE)  

 Manual Handling (MH)  

 Use of electrical equipment and Control of Substances Hazardous to Health (COSHH) 
 
You agree to complete and return a fully completed self-assessment to your line manager by: .. /.. /..  (date) 
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Please note: this agreement cannot commence until a copy of the self-assessment checklist has been returned and determined as being 
satisfactory by the Company.   
 
The line manager will review the self-assessment checklist to determine if the employee’s circumstances are satisfactory to permit 
homeworking. This might include further health and safety risk assessment at the employee’s home. An application might be refused 
if the risk assessment is unsatisfactory.  
 
Taxation, Insurance and Mortgage implications: 
 
 

a) Home and Contents Insurance 
 
 

I. The Company requires the homeworker to provide confirmation of adequate home and content insurance policy cover.    
 

II. Evidence must be provided to the Company that insurers of the property have been advised in writing of the employee’s working from 
home and have acknowledged this in writing.  
 

III. Major incidents must be reported immediately by telephone to the member of staff’s line manager. 
 

IV. It is assumed that a homeworker who has been allowed to work more than one day per week from home has informed the Inland 
Revenue of their change of status. If any actions result/are required following notification it is the responsibility of the employee to 
inform the Company. 
 

V. It is assumed that the employee has informed their mortgage provider of their change of status. If any actions result/are required 
following notification it is the responsibility of the employee to inform the Company. 
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b) Data Protection 
 
The employee will conform to data security requirements to comply with Homeworking Policy and this Agreement.  

 
 

c) Equipment 
 
 

The Company has provided a suitable laptop and mobile phone for the employee to use. 
 
 

d) Other conditions 
 
The key rules for home working are as follows:   

 

 the Company reserve the right to terminate the homeworking arrangement at any time for any reason by giving reasonable notice 

 employees are required to be available during the core hours specified in their homeworking agreement 

 if any issue arises that causes an employee to no longer meet the eligibility criteria at the outset of this policy, the Company will 
review the homeworking arrangement and may terminate it by giving reasonable notice  

 the homeworking arrangements will be subject to periodical reviews  

 employees working from home will be expected to attend meetings and other office-based events as and when required by their 
line manager  

 employees working from home are required to comply with Company policies, including holiday, performance targets, sickness, 
absence, etc. 



 

Document: Homeworking Policy  
Author: Amir Gill  
Creation Date: 21/06/2018 
Version: 1.0 
Revision Date: 01/06/2021 
Intended Audience: Cognus Limited 

Classification:Private - Accesible to everyone within Cognus               -15- 
 

 
There is no absolute right on the part of an employee to work from home and this agreement will be reviewed regularly. You may be required 
to revert back to your previous work arrangement. You will be given contractual notice of this unless it is the result of a disciplinary sanction 
where you will not be given notice. If you wish to appeal such a decision then you will need to do this through the grievance procedure as 
appropriate. 
 
By signing this agreement you are agreeing to abide by all aspects of the Homeworking Policy which may be reviewed and changed at any time 
without formal notification to you. An up to date version of the current policy and guidelines can be found at the Company’s intranet.  
 
Please sign below to say you have read the Company’s Homeworking Policy and that you agree to abide by them and should they change in the 
future you will abide by the revised policy. 
 
 
I sign to confirm that I have read and understood the Homeworking Policy and agreement and confirm that I will abide by its content and rules 
at all times.   
 

Signed:    

Employee’s name:   

Post   

Date:   
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Appendix 3 

HOMEWORKING SELF ASSESSMENT CHECKLIST 

 

1) INDICATE THE TYPE OF HOMEWORKING 
 

Contractual Homeworking?  

Ad-hoc homeworking  

 

2) DISPLAY SCREEN EQUIPMENT USE 
 

Note: You should carefully check the arrangement of your home workstation using this checklist to ensure it meets the minimum requirements.  

Using an unsuitable workstation or working with poor posture can lead to injury. Bring any concerns to the attention of your line manager as soon  

as possible. 

How many hours are spent at the DSE in a normal working day?  

How long is a normal continual spell spent at the DSE? 
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A: - Display Screen Equipment (DSE) 

  Y N  THINGS TO CONSIDER 

1 Are the characters on the screen clear and 

readable from the appropriate working position? 

   Make sure the screen is clean, Check the text and background colours work well 

together 

 Are the screen characters of adequate size with 

adequate spacing between the characters and 

the lines? 

   Software settings may need adjusting to change text size 

3 Is the screen image stable? (i.e. no flickering, 

jittering or drifting) 

   Report any problems to your line manager  

4 Does the display screen have easily adjustable 

controls for brightness and contrast? 

   Separate adjustments are not essential as long as the user can read the screen 

at all times 

5 Does the screen swivel and tilt easily?     

6 Is the screen at a comfortable height for you?    Screen risers can be provided if required 

7 Is the screen free from reflections and glare?    Screens that use dark characters on a light background are less prone to glare 

8 Are adjustable window coverings available, (e.g. 

blinds, curtains) and in good condition? 

   Check that blinds work. Vertical blinds may be more suitable than horizontal 

ones 



 

Document: Homeworking Policy  
Author: Amir Gill  
Creation Date: 21/06/2018 
Version: 1.0 
Revision Date: 01/06/2021 
Intended Audience: Cognus Limited 

Classification:Private - Accesible to everyone within Cognus               -18- 
 

9 Is the software suitable for the task? Software 

should help the user to carry out tasks, minimise 

stress and be user-friendly. 

   Check if there are any training requirements for the software. 

 

B: - Keyboard/mouse trackball etc. 

  Y N  THINGS TO CONSIDER 

1 Is the keyboard works appropriate     

2 Can the tilt of the keyboard be adjusted?    Tilt need not be built in 

3 Is it possible to find a comfortable keying 

position? 

   Try pushing the screen back to create more room for the keyboard, hands and 

wrists 

4 Is there sufficient space in front of the keyboard 

to provide support of the hands and wrists, and a 

comfortable keying position? 

   Try pushing the display screen further back to create more room for the 

keyboard 

5 Are the keyboards characters clear from an 

appropriate work position? 

   Keyboards should be kept clean 

6 Does the user have good keyboard technique?    Try to avoid / prevent:  

 hands bent up at wrist,  

 hitting the keys too hard and  

 overstretching 
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7 Is the mouse suitable and positioned close to the 

user? 

   Most devices are best placed as close as possible e.g. right beside the keyboard 

8 Is there support for the mouse user’s wrist and 

forearm? 

   Support can be gained from the desk surface, or the arm of the chair. A 

separate supporting device can also help (e.g. mouse mat with wrist rest). 

9 Does the mouse work smoothly at a suitable 

speed? 

   Check that the mouse is clean and the work surface suitable. 

10 Can you adjust the software settings for speed 

and accuracy of the pointer? 

   Call the IT helpdesk if you need advice 

C: - Work desk/furniture 

  Y N  THINGS TO CONSIDER 

1 Is there sufficient space to allow flexible and 

comfortable arrangement of all work 

equipment?  

   Create as much room on the desktop as you can by removing items you don’t 

require on a regular basis 

2 Can the user comfortably reach all the 

equipment and papers they need to use? 

   Rearrange equipment, paper etc. to bring frequently used items within easy 

reach. A document holder may be needed, positioned to minimise 

uncomfortable head and eye movements. Document holders can save space on 

your workstation 

3 Are surfaces free from glare and reflection?    Consider mats / blotters to reduce reflection and glare. 
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4 Is there adequate space to adopt correct and 

comfortable posture? 

   Move any obstructions from under the desk 

D: - Chair 

  Y N  THINGS TO CONSIDER 

1 Is the chair suitable and stable?    The chair may need repairing or replacing if the user is uncomfortable, or 

cannot use the adjustment mechanisms. 

 

 

2 Does the chair have a working seat back height 

and tilt adjustment 

   

3 Does the chair have a working seat height 

adjustment? 

   

4 Does the chair have a working swivel 

mechanism? 

   

5 Does the chair have working castors or glides?    

6 Is the chair adjusted correctly? 

 

  The user should be able to carry out their work sitting comfortably. 

The arms of chairs can stop the user getting close enough to use the equipment 

comfortably. 

Move any obstructions from under the desk. 

7 Is the small of the back supported by the chair’s 

backrest? 

   The user should have a straight back, supported by the chair, with relaxed 

shoulders. 
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8 Are forearms horizontal and eyes at roughly the 

same height as the top of the screen? 

   Adjust the chair height to get the users arms in the right position, and then 

adjust the screen height, if necessary. 

9 Can the feet be placed flat on the floor, without 

too much pressure from the seat on the backs 

of the legs? 

   Consider a footrest if required. 

E: - Work Environment 

  Y N  THINGS TO CONSIDER 

1 Is there enough room to change position and 

vary movement? 

   Space is needed to move, stretch and fidget. 

2 Is the lighting suitable, e.g. not too bright or too 

dim to work comfortably? 

   Shading, repositioning light source or providing local lighting can be considered.  

3 Are levels of noise comfortable?    Consider removing source of noise. 

4 Are levels of heat comfortable?    Temperature should ideally be between 19C and 25C  

5 Does the air feel comfortable, (not too dry or 

humid)? 

   Humidity levels should be kept between 40% and 60%.  

F: - The Operator 

  Y N  THINGS TO CONSIDER 

1 Have you attended DSE training?    DSE user training must be completed. Online training courses are available. 
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2 Do you know the correct procedure to follow if 

any health and safety problems arise? 

   In the first instance you should consult your line manager.  

3 Are there adequate opportunities for regular 

breaks or changes in activity away from the 

display screen equipment?  

   At least 20 minutes break every six hours.  

4 

 

 

Do you suffer from any back, neck or limb pain 

or any other symptoms which you think may be 

caused or made worse by DSE? 

 

 

 

 

 

 

 If, Yes please give details below 

G: - Eye sight - Extensive research has found no evidence that DSE work can cause disease or permanent damage to the eyes. 

  Y N  THINGS TO CONSIDER 

1 Have you had an eye test in the past 24 month?    All DSE users are entitled to the provision of eye examinations on request.  

 

1) THE WORKING ENVIRONMENT 
 

Question Y N Comments 

Is all portable electrical equipment used for work 

free from obvious damage and defects? Has it been 

PAT tested in the last year? Note: homeworkers 
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should regularly check electrical equipment for 

obvious signs of damage. 

Are electric sockets supplying an appropriate 

number of appliances, (i.e. not overloaded)? 

   

Are electrical cables are correctly routed to avoid a 

tripping hazard? 

   

Is the work area kept tidy?    

Is there a clear and unobstructed escape route for 

you in case of fire? 

   

Are suitably located working smoke detector/s 

installed in the home? 

   

Are floors and floor coverings in the work area in 

good condition and free from tripping hazards? 

   

Are floors and traffic routes in the work area kept 

clear of work equipment, papers etc.? 

   

Are work items, papers, files etc. are stored so that 

they will not fall, and can be safely retrieved? 

   

Is suitable and sufficient heating, lighting and 

ventilation provided. 
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Is a first aid kit available at home?    

Is homeworking permitted in the terms of your 

buildings and contents insurance, (where 

applicable)? 

   

Is homeworking permitted in the terms of your 

tenancy agreement, (where applicable)?  

   

Do you have a secure area to store the Company 

equipment, confidential information and data to ensure 

data protection and compliance at all times? 

   

 

This checklist must be reviewed when any significant changes are made to your work or the working environment. Please send the 

completed checklist to your Line Manager prior to commencement of any homeworking arrangement. 

Signed  

Full name  

Post title  

Date  

 

 


