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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 





All organisations should include this section in their policy’s arrangements section. Alter and add to this as necessary to reflect the controls in place within your business. Read the Hettle Andrews Guide on Homeworking for a more detailed review of the subject and the management arrangements required.





Homeworking





The company defines home workers as ________________________________  [eg ‘those who work from home on an agreed basis comprising on average more than 10% of their working hours’]. Note that there is no legal definition but you will find it useful to define a trigger point to distinguish between informal work at home and an official home working arrangement.  





Describe the arrangements you have for selecting home workers eg able to work without direct supervision, disciplined and self motivated.  





We ensure that home workers are able to work safely by undertaking a home working risk assessment [and 


a display screen assessment – if applicable]. We undertake these by_______________________________


[eg training home workers in general hazards and risk control measures and in display screen assessment and then asking them to undertake their own risk assessments which are reviewed by the Health and Safety Advisor]. Improvements are implemented as agreed between the home worker and the _____________ [eg Advisor, assessor, line manager]. If there is a clear policy on the provision of office equipment or contribution towards alterations you may wish to include that here eg additional sockets, fire extinguisher, smoke, detection, desk.  These risk assessments are held _____________________________ [location] and are reviewed _____________________ [frequency eg annually].





We ensure that the home worker has ready access to their ___________________________ [eg line manager, personnel advisor and the IT helpdesk]. Regular communications take place with the line manager and colleagues. If there is a particular pattern of contact you could include it here eg weekly team meetings, conference calls, daily log in with supervisor etc.  





We ensure that contractual and insurance arrangements account for the work taking place in the home including the risks which may be introduced by the company’s electrical equipment.  





Arrangements for the periodic inspection and testing of company electrical equipment are made by _____________________________ [name or job title]. Add any further details about the arrangements eg small items such as chargers and extension leads may be possibly brought into the office for testing on a pre-arranged basis.  





Note that there is little official guidance on home working and employers are left to assess their own arrangements to fulfil their general duty of care to employees. The arrangements described above are typical of the home working policies applied by companies in the UK.  See further information in the Hettle Andrews Homeworking Guide.
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