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Homeworking: line manager guide
What counts as homeworking
Homeworking is a type of flexible working. It does not automatically include other flexible working arrangements, such as changed hours. You and the employee must not assume these come as part of a homeworking agreement unless you have agreed them separately.
This guide defines homeworking as an arrangement where the employee spends 100% of their contracted hours working at home. They may occasionally visit a workplace for team meetings or training.
This guide does not cover the following:
· Occasional working from home that the employee has agreed with you informally, rather than under a formal homeworking arrangement.
· Remote or field-based working, where home is the employee's starting point for travel to other locations, rather than their main workplace.
Homeworkers must attend the workplace when you ask them to, for example for training, performance assessments or team briefings. You must agree the dates and times of these visits with the employee in advance.
Home visits by the line manager
You can reserve the right to visit an employee's home at agreed times for work-related purposes, including health and safety matters. The employee must agree to these visits as a condition of any homeworking agreement.
A home visit can take place for any of the following purposes:
· Delivering and collecting work.
· Monitoring the employee's performance and giving feedback.
· Discussing general work-related matters.
· Checking health, safety and security.
· Any other work-related purpose you consider appropriate.
Staying in contact while an employee works from home
You must keep regular contact with any employee who works from home, so they feel included and part of the team. The employee must be contactable by you during business hours. Regular communication helps protect the wellbeing of all employees, so we strongly encourage it.
Equipment, materials and mobile phones
The company normally provides and maintains all the equipment and materials the employee needs to work from home. The employee must take proper care of this equipment and these materials.
If the company provides a mobile phone, it normally pays all the charges on it. The employee must use the phone only for work-related purposes.
Keeping information secure
Employees must not allow family members or other third parties to access or use company equipment. Employees who work from home are responsible for keeping all documents and information relating to their employer's business secure at all times.
Homeworkers must do the following:
· Keep filing cabinets and drawers locked when they are not using them.
· Keep all documents under lock and key at all times, except when they are using them.
· Use a unique password for their computer and any other digital devices.
The employee must use the computer and any other equipment the company provides only for work-related purposes. No other family member or third party must use this equipment at any time, for any purpose.
Health and safety
The company has a legal duty to ensure the health and safety of homeworkers, in the same way as it does for office-based staff.
To meet this duty, the company must ensure that:
· All equipment is safe.
· All articles and substances are handled and stored safely.
· The company carries out an assessment of the employee's workstation.
· The employee gets information and training on the safe use of equipment, including display screen equipment (computer screens and related devices).
· Your business's health and safety officer carries out the relevant risk assessments.
All employees who work from home must work safely, so far as is reasonably practicable. This means as far as is reasonable and possible in the circumstances. They must follow all health and safety instructions you give them.
Insurance, mortgage and rental agreements
The employee must check that their home and contents insurance covers them for working from home.
The employee must also check their mortgage or rental agreement to make sure it allows them to work from home. They must get any permissions they need before they start homeworking.
Requests to work from home
An employee who wants to work from home must make the request under the organisation's flexible working procedure.
You should view these requests positively. Wherever possible and practical, you should agree to the request. Whether you can agree to a homeworking request depends on whether the employee can do the work effectively from home. You cannot agree to every request, because every job and every employee is different.
Consider the following points when you assess a homeworking request.
Is the employee eligible?
You must set out who is eligible for homeworking. For example, this could include:
· Employees requesting homeworking as a reasonable adjustment.
· Employees making a flexible working request.
· Employees who have completed a set length of service.
· Employees who have completed their training and received a satisfactory rating in their last annual performance review.
Is the role suitable for homeworking?
You must set the factors for assessing whether the employee can do the role just as well away from the business base. This includes whether they can work well on their own.
Is the home suitable?
Homeworkers need a safe, reasonable space to work in, with security and privacy. For office-type tasks, they also need an internet connection that can support the work systems they use.
Personal qualities to consider
If an employee requests to work from home, they should consider whether they have the following:
· The organisational and time management skills needed for homeworking.
· The ability to work without direct supervision.
· The ability to cope with the potentially conflicting demands of work and family.
For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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