[image: A purple triangle logo with green text

AI-generated content may be incorrect.]Homeworking Agreement and Checklist
The manager and employee should both have read and understood the Flexible Working Arrangements Policy and the Homeworking Considerations section of the Flexible Working Guidance before completing this Homeworking Agreement and Checklist.  

Both manager and employee should sign and keep a copy of this agreement.

Homeworking Agreement

	Employee:
	     

	Manager:
	     

	Date of agreement:
	     

	Date of review:
	     



	Discussion points
	Agreed actions/ways of working 


	Work requirements

	Define working days/hours etc.  What tasks are suitable for homeworking? 
     








	Communication / Contact

	Discuss and agree ways in which contact will be made, frequency, how to remain contactable, meeting protocols etc. 
     






	Equipment requirements

	Consider any equipment including job-specific equipment that the employee may need access to.
     






	Information Security 

	Ensure suitable arrangements are in place at home to mitigate risk of breaches of confidentiality or security.  
     







	Health & Safety

	Define lone working protocols i.e. checking in, complete lone-working & home-working risk assessment, obtain emergency contact, ensure safe environment etc.
     






	Travel

	Arrangements for travel (where required) and the avoidance of travel where possible.
     






	Managing a homeworker

	Reminder that processes such as booking annual / flexi leave, reporting an absence and timekeeping and deadlines remain the same regardless of where the employee works. Retain Emergency Contacts for the employee. 
Maintain contact and organise social events to ensure inclusivity.
     





	Anything else
	Any other considerations to discuss.
     










Homeworking Checklist
The following checklist should be used to ensure that all steps have been taken to safeguard the health, safety and wellbeing of employees working from home. STAF

	Topic
	Link
	Complete
	Comment

	Health and Safety

	Has the mandatory Display Screen Assessment (DSE) online module been completed?
	LMS
	☐
	     

	Has a DSE self-assessment in relation to the employee’s new workstation set up been completed and shared with the manager?

	LMS
	☐
	     

	Has a homeworking risk assessment been carried out and discussed?
	Homeworking Risk Assessment
	☐
	     


	Has an agreed frequency for checking in and/or discussion about any potential wellbeing issues been had?

	Mental Health and wellbeing toolkit
	
☐
	     



	Have protocols in terms of lone working, checking in and emergencies been established?
	
	☐
	     


	Communication

	Have the method, frequency and topics for contact and communication been agreed in the Homeworking Agreement?
	This document
	☐
	     


	Have the arrangements for setting and monitoring workloads, supervision etc. been agreed?
	
	☐
	     

	Have the employee’s Emergency Contact details been provided and updated in MyView?
	
	☐
	     


	Equipment Requirements

	Has the workstation equipment and ICT kit required to carry out your work effectively been sourced?
	
	☐
	     

	
	
	
	

	Information Security

	Are arrangements in place to ensure Information Security?
	Information Security Guidance
	☐	     

	Travel

	Have arrangements for travel where required / the avoidance of travel been discussed and agreed?
	
	☐	     

	Employee signature:  
	     

	Manager signature:  
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