Guidance Note

Home working

Whilst working from home has been the norm for some, in
recent years it has become commonplace for many. Some
staff may work at home permanently, having employment
contracts that reflect this. Others may be allowed to adopt a
hybrid approach, routinely spending some time in the office
with the rest at home.

In many cases, this work is limited to general ‘office-type’ activity involving
the use of desk-top computers or laptops (sometimes referred to as display
screen equipment). Here, the risks are usually low and any precautions
necessary should reflect this. The information in this note deals with this
scenario.

Some homeworkers may need to use machinery or hazardous substances to
complete their work. In these situations, additional precautions may be
required to make sure they remain safe.

Any action you take needs to be proportionate depending on your own
circumstances. This will reflect the size of your organisation; the numbers of
staff you have; and the nature of the work completed at home. Involving staff,
through any consultation channels you have established, will also help you
identify any precautions you might need to consider.

Risk advice line

Having read this guidance
should you have any additional
questions on this topic or other
risk related matters, as a valued
Ecclesiastical customer you
can contact us through our
‘Risk Advice Line on

0345 600 7531

(Monday to Friday 9am - 5pm,
excluding bank holidays)

and one of our in-house risk
professionals will be able to
assist.

Alternatively you can email

us at
risk.advice@ecclesiastical.com
and one of our experts will call
you back within 24 hours.

For queries about your policy
cover or claims please contact
your insurance broker.

>ecclesiastical


https://www.hse.gov.uk/involvement/
mailto:risk.advice@ecclesiastical.com

Legal requirements

If someone is injured you may need to show that you have met your duty of care.

In addition to this, if you are an employer you must comply with more specific health and safety law. Essentially, you
have the same responsibilities for staff working at home as for those in the office. General duties are set out in the
Health and Safety at Work etc. Act 1974 and Management of Health and Safety at Work Regulations.

More specific health and safety regulations may also be relevant depending upon the nature of the work being
completed. A specific example would be the Health and Safety (Display Screen Equipment) Regulations. These apply
where staff regularly use computers, laptops (and other similar equipment) as a significant part of their normal work -
i.e. daily, for continuous periods of an hour or more.

Here, you must:
complete workstation risk assessments, reviewing these if there is a significant change or they are no longer valid
implement adequate precautions to reduce any risks based upon the assessments made
make sure that workstations meet specified standards
plan work so that users can take suitable breaks or change their activity as appropriate
provide eye and eyesight tests on request, and special spectacles if needed
provide appropriate information and training.

Other examples include the Electricity at Work Regulations, the Provision and use of Work Equipment Regulations, the
Manual Handling Operations Regulations and the Health and Safety (First-Aid) Regulations.

Hazards to look out for

Typical hazards include those associated with:
the working environment e.g. insufficient lighting or space, hazards that may result in slips or trips

workstations e.g. insufficient leg room or clearance, lack of space, incorrectly adjusted chairs, inadequate space on
desks

the work itself e.g. lifting or carrying loads

using display screen equipment e.g. using laptops without additional equipment, glare and reflections on the
screen, Using equipment without taking a break

using electricity e.g. damaged electrical equipment
using other work equipment e.g. damaged chairs, tables
the working arrangements e.g., stress, working alone*

*Note: this list is not exhaustive

Precautions you can take

Typical precautions include:
making sure that any work equipment provided remains in good repair
ensuring that workstations where display screen equipment is in use are correctly set up
providing information on how to use display screen equipment safely
avoiding the need to carry loads that may present a risk of injury
implementing arrangements to help staff avoid stress
introducing checks to make sure electrical equipment remains safe
making reasonable adjustments to accommodate disabled staff or those with long-term health conditions*

*Note: this list is not exhaustive


https://www.hse.gov.uk/legislation/hswa.htm
https://www.hse.gov.uk/simple-health-safety/risk/

Action

1. Include home working as part of
your risk assessment approach,
completing them where required.

2. Check to see if more specific risk
assessments are needed and
complete these if necessary.

Guidance

If you are an employer, you will need to complete formal risk
assessments. These should identify the hazards for those working at
home, the adequacy of any existing precautions and any additional
ones that might be required. They must consider the steps you need to
take to comply with relevant health and safety law.

If you need to appoint a competent person to advise you on health
and safety matters, they will be able to tell you what needs to be done.

Completing a risk assessment is not about creating huge amounts of
paperwork. It is about identifying sensible precautions and then taking
them. The level of detail required should be proportionate to the risk.
This means that for smaller organisations presenting few or simple
hazards, the risk assessment can be based on informed judgement and
reference to appropriate guidance. For larger or complex risks, more
in-depth assessment might be necessary.

You must consider all those who may be harmed, including any
additional measures that may be required for those with a disability
or a long-term ill-health condition.

Guidance indicates that in most cases you do not need to visit
homeworkers to ensure their health and safety. However, it suggests
you may want to, for example, if an individual has a disability or the
work involves significant hazards.

Risk assessments must be completed by someone who is competent.
If using a health and safety consultant, check that they are registered
on the Occupational Safety and Health Consultants Register (OHSCR).
Further information is available at www.oshcr.org.

In most circumstances, assessments should be recorded, reviewed and
updated (as necessary)

Further information on risk assessment is available here.

You may need to complete more specific risk assessments for
certain hazards to meet other statutory requirements. As we have
already seen, an obvious example for most home working
situations, is the use of computers (including laptops) under the
Health and Safety (Display Screen Equipment) Regulations.

Further information on where these are required and completing
them is available here. This information also highlights some of the
precautions that can be taken.

You will need to look at:

the whole workstation including any equipment, furniture, and
the work environment

the job being done
any special needs of individual staff.

Guidance indicates that staff can complete a self-assessment
provided they have been given suitable training.

In most cases, you should make a record of any assessments made.


https://www.hse.gov.uk/simple-health-safety/gettinghelp/index.htm
https://www.hse.gov.uk/home-working/employer/risk-assessment.htm
https://www.oshcr.org/
https://www.ecclesiastical.com/risk-management/risk-assessment/
https://www.ecclesiastical.com/risk-management/display-screen-equipment/
https://www.hse.gov.uk/home-working/employer/display-screen-equipment-at-home.htm

Action

3. Make sure that the precautions
you have identified are taken.

4. Check that the precautions you
have implemented remain
effective.

Guidance

Your risk assessments will help you decide if any existing precautions
are adequate. They should also help you identify any further ones that
might be necessary. Where this is the case, these will need to be taken.

The precautions required will reflect the nature of the work being
completed. For a typical homeworker role involving the use of display
screen equipment, the following resources highlight the sort of
precautions that might be necessary:

the working environment

workstation set-up

lifting or carrying loads

using display screen equipment

using electrical equipment

stress and mental health

working alone

first-aid

dealing with emergencies and accident reporting.
Other adjustments might be necessary for:

new or expectant mothers

disabled staff

staff with long-term ill-health conditions.

Another consideration, though not directly a ‘health and safety’ one, is
that of insurance. Usually, a company’s arrangements extend to cover
claims arising out of any illness or injury a homeworker may suffer, as
well as any loss of or damage to company equipment.

However, staff may need to inform their home insurer where their work
involves work visitors going to their home for meetings etc.; if they
store goods there; they offer services from there; or they have adapted
their property to accommodate home working.

Planning permission to work from home is not required if there is no
material change of use.

Any risk assessments you complete should identify what checks will
be needed to make sure precautions remain effective.

Examples of the sort of checks that might be required include:

homeworkers have completed a display screen equipment self-
assessment or a similar assessment has been made with any
issues dealt with

homeworkers have had an eye test if they are entitled to and have
requested one when using a computer

electrical equipment has been tested/inspected where necessary
with any issues corrected


https://www.hse.gov.uk/home-working/employer/working-environment-and-accidents.htm
https://www.hse.gov.uk/msd/dse/assessment.htm#article
https://www.ecclesiastical.com/risk-management/manual-handling-hazards/
https://www.ecclesiastical.com/risk-management/display-screen-equipment/
https://www.hse.gov.uk/pubns/indg236.htm
https://www.hse.gov.uk/home-working/employer/stress-and-mental-health.htm
https://www.hse.gov.uk/lone-working/index.htm
https://www.ecclesiastical.com/risk-management/accidents-first-aid/
https://www.hse.gov.uk/riddor/index.htm
https://www.hse.gov.uk/mothers/
https://www.hse.gov.uk/disability/index.htm
https://www.hse.gov.uk/disability/best-practice/workplace-culture.htm
https://www.hse.gov.uk/pubns/ck1.htm
https://www.hse.gov.uk/pubns/ck1.htm
https://www.hse.gov.uk/pubns/indg236.htm

Action

5. Make sure that homeworkers
know what precautions to take.

Make a note of any information or
training that is provided to
individuals.

6. Continue to engage with and
involve homeworkers.

any work equipment (including desks and chairs provided) remain
in good repair.

Some organisations find it useful for homeworkers to complete a home
working hazard checklist periodically. This is usually developed from
any completed risk assessments to monitor how effective precautions
are, the condition of equipment and so on.

Homeworkers are the best judge of how effective any precautions are.
You should encourage them to report any hazards they identify,
defects in equipment, any potential causes of stress and any
discomfort they are experiencing with their workstation. It is worth
making a note of any feedback received and how this was resolved.

You must provide adequate information and training to homeworkers
to help keep them safe. Any risk assessments you complete, should
identify what information and training needs to be provided.

Further information on providing health and safety training is
available here.

One area where specific information and training will be required is
the safe use of display screen equipment. Broadly, this should
consider:

the risks from DSE work and the precautions to be taken
how to adjust furniture

how to organise work areas to avoid awkward or frequently
repeated stretching movements

how to clean the screen and mouse
who to contact for help and to report problems or symptoms

how to use the HSE’s DSE checklist if users are going to make
their own assessment.

You should keep records of any information or training you provide.
This will help you identify when refresher training might be needed.
They can also assist in the defence of a claim should one arise.

The training record should contain detail of what has been provided,
when this was done and by whom along with trainees signing to
state that they have received and understood it.

Working at home can be isolating and stressful for some. Involving
staff, through any consultation channels you have established, will
help.

It may also help to:
involve them in completing any risk assessments or checks

regularly update them on what is happening in your organisation
and their team

encourage regular catch-up meetings or calls


https://www.ecclesiastical.com/risk-management/training/
https://www.hse.gov.uk/pubns/ck1.htm
https://www.hse.gov.uk/involvement/

Making a start

Action Guidance
advise them of any occupational health support available

monitor workloads, demands and training needs
encourage regular breaks and the use of annual leave

foster a culture where staff do not feel obliged to answer emails or
calls outside normal working hours.

Useful information on broader aspects of working from home and
hybrid working is available from ACAS.

7. Document your arrangements and If you need to prepare a health and safety policy, record your
responsibilities for homeworking. arrangements for homeworking as part of it.
Review these, along with your risk Further information on health and safety policies is available here.

assessment, where necessary
particularly if you suspect that
they are no longer valid.

In the event of a claim, evidence of what you have done may be
important. This could include risk assessments; records of
maintenance, inspections and other checks; records of information
and training provided; your policy, your accident book etc.

Want to know more?

Other useful health and safety information is available at www.ecclesiastical.com/risk-management/
Further guidance and resources are also available at Home working - HSE

Need to contact us?

If you would like to speak to someone about this topic call or e-mail us on 0345 600 7531 (Monday to Friday, 09.00 to
17.00 - excluding Bank Holidays) or you can e-mail us at riskadvice@ecclesiastical.com

Note: if you are in Ireland, Northern Ireland, Jersey, Guernsey or the Isle of Man, then regional variations might apply. In this
instance, you should check the guidance provided by the Enforcing Agency for your region. This will be freely available on their
website.

This guidance is provided for information purposes and is general and educational in nature and does not constitute legal advice.
You are free to choose whether or not to use it and it should not be considered a substitute for seeking professional help in specific
circumstances. Accordingly, Ecclesiastical Insurance Office plc and its subsidiaries shall not be liable for any losses, damages,
charges or expenses, whether direct, indirect, or consequential and howsoever arising, that you suffer or incur as a result of or in
connection with your use or reliance on the information provided in this guidance except for those which cannot be excluded by
law. Where this guidance contains links to other sites and resources provided by third parties, these links are provided for your
information only. Ecclesiastical is not responsible for the contents of those sites or resources. You acknowledge that over time the
information provided in this guidance may become out of date and may not constitute best market practice.
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