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A request for 
homeworking has 
been made

Check employer’s insurance arrangements 
cover homeworking and employee’s 
insurance is not compromised by 
homeworking.

Meet with the employee to discuss the 
proposal to assess initial suitability.

Seek further information eg employee 
completes a questionnaire to highlight 
possible home health and safety issues, 
equipment and technology needs etc.

Is specialist health and 
safety assessment of home 

environment required?

Carry out health and 
safety assessment

Yes

No
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Agree to homeworking 
request?

No

Yes

If no appeal or appeal 
is not successful, the 
employee may apply 
again after 12 months. 
The employer may  
voluntarily reconsider 
the request before 
that time.

Employee has right of 
appeal, if flexible 
working procedures 
are being followed. 

Confirm decision in 
writing, explaining 
grounds for rejection

Discuss contact hours and 
communications arrangements and how 
objectives and standards will be assessed.

Discuss what costs will be met for gas, 
electricity, telephone, broadband use and 
establish a method of reimbursement.

Meet again with the employee to discuss 
findings and assessment further.

Arrange on a trial basis with an agreed 
review date. 
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Procedure complete

Procedure complete

Continue to monitor 
- procedure complete
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October 2023

Confirm the trial in writing. Prepare a 
detailed homeworking agreement for 
the employee to sign, setting out terms 
and conditions, requirements, and 
review arrangements. The agreement 
should state clearly that the employer 
reserves the right to vary or withdraw 
the homeworking arrangement at the 
end of the trial period. 

Discuss any necessary adjustments 
with the employee. Confirm full details 
in writing. Confirm that homeworking 
arrangements have been accepted and 
contract terms have been amended.

Was the trial period 
successful?

Write confirming that 
the employee will be 
returning to previous 
arrangements and 
state the reason 
why the trial was 
unsuccessful.

Depending on the 
circumstances, the 
employee may apply 
again under the 
flexible working 
procedure after 12 
months. 

No

Yes
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