
	HOMEWORKING – CHECK LIST (

	Type of Homeworking

	Occasional

(
	
	Contractual

(
	

	Name: 


	Proposed Homeworker

	Name:


	Manager

	Joint discussion of Homeworking


	(

	· Agreed Occasional or Contractual Homeworking is appropriate

· Understand key features of Occasional or Contractual Homeworking

· Understand and receive copy of Homeworking Policy

· Agreed outcomes and review arrangements
	

	Getting Started Checklist


	Action Required OR        (

	Health and Safety

· Appropriate Risk Assessment undertaken

· Assessment recorded

· Safe working practices agreed

· Employee aware of accident reporting procedure
	
	

	Methods of Working

· Working patterns and core service hours agreed

· Employee aware of working time regulations
	
	

	Insurance

· Council’s Insurance Section notified

· Notification to Employees Home Insurance
	
	

	Data Protection/Security/Confidentiality

· Employee understand eight principles of the Data Protection Act

· Minimum acceptable standards of physical security within the employees home are met
	
	

	Performance Management

· Suitable performance management arrangements are in place
	
	

	Setting up a Home Office

· Suitable work space available

· Notification to Landlord/mortgage lender
	
	

	Homeworking Equipment

· Equipment/connections identified

· Arrangements with ICT agreed
	
	

	Contractual Arrangements

· Change of Circumstances forwarded to Human Resources
	
	

	Notes


	
	

	Review Arrangements
	Date

	Homeworking to start
	

	Initial review of Homeworking
	


To Home Insurance Company                                          Employees Name & Address

………………………………                                           ……………………………

………………………………                                           ……………………………

………………………………                                           …………………………….

Dear Sir/Madam

Occasional/Contractual Home Working – Notification of Home Insurers

Name…………………………………Job Title………………………………………

Home Address…………………………………………………………………………

…………………………………… Post Code………………………….……………..

Home insurance policy number……………………………………………………. 

The purpose of this letter is to notify you that I am an employee of Barnsley Metropolitan Borough Council who is able to work from home. Because this may have an effect on my home insurance arrangements, I have been strongly encouraged to notify you to ensure that my cover is not compromised. The exact nature of each person's homeworking will vary from case to case - so if there are factors that might affect home insurance cover provided by yourselves, please contact me direct to discuss.

The following information applies, however, in every case:

· I am prohibited from using my home address for external business correspondence.

· I am prohibited from receiving work related visitors whilst working at home.

· When colleagues visit (for example, ICT support staff in connection with installation and care of ICT equipment or a line manager undertaking a risk assessment) they will be covered personally under the terms of the Council’s insurance.

· All staff are covered by the terms of the Councils Employer and Public Liability Policy, whether working at their normal office base or at home. .

· Equipment provided by Barnsley Metropolitan Borough Council is also covered under the terms of the Councils insurance.

Yours faithfully

Employee

To Landlord/Mortgage lender                                         Employees Name & Address

……………………………..                                           ……………………………..

…………………………….                                             ……………………………. 

…………………………….                                             …………………………….

Dear Sir/Madam

Occasional/Contractual Home Working - Notification

Name…………………………………Job Title………………………………………

Home Address…………………………………………………………………………

…………………………………… Post Code………………………….……………..

Reference number………………..……………………………………………………. 

The purpose of this letter is to notify you that I am an employee of Barnsley Metropolitan Borough Council who is able to work from home. I have been strongly encouraged to notify you to ensure that any conditions of my mortgage/tenancy are not breached. The exact nature of each person's homeworking will vary from case to case - so if there are factors that may affect my mortgage or tenancy, please contact me direct to discuss.

The following information applies, however, in every case:

I am prohibited from using my home address for external business correspondence.

I am prohibited from receiving work related visitors whilst working at home.

· When colleagues visit (for example, ICT support staff in connection with installation and care of ICT equipment or a line manager undertaking a risk assessment) they will be covered personally under the terms of the Council’s insurance.

· All staff are covered by the terms of the Councils Employer and Public Liability Policy, whether working at their normal office base or at home. 

· Equipment provided by Barnsley metropolitan Borough Council is also covered under the terms of the Councils insurance.

Yours faithfully

Employee
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