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1. INTRODUCTION 

NHS Rotherham Clinical Commissioning Group (CCG) recognises its duty to 
comply with the Health and Safety at Work Act 1974 and all subordinate 
regulations such as the Health and Safety (Display Screen Equipment) 
Regulations 1992, The Management of Health and Safety at Work Regulations 
1999 and The Workplace (Health, Safety and Welfare) Regulations 1992 

NHS Rotherham CCG has a legal duty of care for all its employees while at 
work; this also includes working from home. 

As part of that duty the CCG must ensure that: 

 all staff have a 1-2-1 conversation with their line manager and an 
agreement is reached so staff feel the work they're being asked to do at 
home can be done safely, 

 members of staff have the right equipment to work safely, 

 regular contact is made with members of staff to ensure they do not feel 
isolated, 

 reasonable adjustments are made for an employee who has a disability; If 
changes are needed, the CCG is responsible for making sure they 
happen, 

 a Homeworking risk assessment and DSE self-assessment is carried out 
by all members of staff and reviewed periodically, 

 An action plan is put into place where risks are identified from the 
assessments to ensure the risk is eliminated or reduced to what is 
considered a reasonably practicable level. 

In order to achieve this the CCG accepts that the implementation of an effective 
and proactive Homeworking Policy will enable it to work towards reducing risks 
to all persons who are affected by the CCG’s activities.  

 

2. SCOPE 

This policy applies to those members of staff that are directly employed by NHS 
Rotherham CCG and for whom NHS Rotherham CCG has legal responsibility. 
For those staff covered by a letter of authority/honorary contract or work 
experience this policy is also applicable whilst undertaking duties on behalf of 
NHS Rotherham CCG and forms part of their arrangements within NHS 
Rotherham CCG. As part of good employment practice, agency workers are also 
required to abide by NHS Rotherham CCG policies and procedures, as 
appropriate, to ensure their health, safety and welfare whilst undertaking work for 
NHS Rotherham CCG.  

 

3. LEGISLATION AND GUIDANCE  

The following legislation and guidance has been taken into consideration in the 
development of this procedural document:  

http://intranet.rotherhamccg.nhs.uk/risk-assessments.htm
http://intranet.rotherhamccg.nhs.uk/display-screen-equipment.htm
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 Health & Safety at Work Act (1974) 

 The Management of Health & Safety at Work Regulations 1999 

 The Health and Safety (Display Screen Equipment) Regulations 1992 

 Work with display screen equipment Approved Code of Practice (L26) 

 The Workplace (Health, Safety and Welfare) Regulations 1992  

 Workplace health, safety and welfare Approved Code of Practice (L24) 

 NHS Rotherham CCG Display Screen Equipment Policy 

 NHS Rotherham CCG Policy and Procedure for the Management of 
Security 

 Safe Haven Policy  

 Portable Data Security, Smartphone and Tablet Policy 

 Information Security Policy 

 Confidentiality Code of Conduct 

 Health & Safety Executive website 

 Advisory, Conciliation and Arbitration Service (ACAS) website 

 Coronavirus Act 2020 

 The Electricity at Work Regulations 1989 

 Maintaining portable electric equipment in low-risk environments 
INDG236(rev3) 

 Health and Safety Policy   

The  CCG’s Health and Safety Policy sets out the responsibilities for 
senior management, line managers, employees and working groups for all 
health and safety policies, procedures and working guidelines and have 
the same relevance to this policy.  

 

4. DEFINITIONS 

Homeworking –  

 Homeworking' is simply doing your job from home. It is a method 
of working which can be relevant to many jobs. There is no 
legal definition of working from home, but the essential feature is the use 
of information technology to enable people to work away from the office. 

NHS Rotherham Clinical Commissioning Group –  

 CCG 

 

 

 

http://www.legislation.gov.uk/ukpga/1974/37/contents
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/1992/2792/contents/made
https://www.hse.gov.uk/pubns/books/l26.htm
http://www.legislation.gov.uk/uksi/1992/3004/contents/made
https://www.hse.gov.uk/pubns/books/l24.htm
http://www.rotherhamccg.nhs.uk/corporate-policies.htm
http://www.rotherhamccg.nhs.uk/corporate-policies.htm
http://www.rotherhamccg.nhs.uk/corporate-policies.htm
http://www.rotherhamccg.nhs.uk/it-policies.htm
http://www.rotherhamccg.nhs.uk/it-policies.htm
http://www.rotherhamccg.nhs.uk/it-policies.htm
http://www.rotherhamccg.nhs.uk/it-policies.htm
https://www.hse.gov.uk/toolbox/workers/home.htm
https://www.acas.org.uk/working-from-home
https://www.legislation.gov.uk/ukpga/2020/7/contents/enacted
https://www.legislation.gov.uk/uksi/1989/635/contents/made
https://www.hse.gov.uk/pubns/indg236.pdf
https://www.hse.gov.uk/pubns/indg236.pdf
http://www.rotherhamccg.nhs.uk/Downloads/Policies%20and%20Procedures/Corporate%20Policies/C7%20-%20Health%20and%20Safety%20Policy%20December%202019.pdf
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5. DUTIES / RESPONSIBILITIES 

Overall accountability for ensuring that there are systems and processes to 
effectively manage procedural documents lies with the Chief Officer. 

 

Chief Officer  

The Chief Officer of the CCG has overall responsibility for ensuring the CCG has 
a Homeworking Policy in place, responsibility for this is delegated to the 
Assistant Chief Officer  

Assistant Chief Officer 

The Assistant Chief Officer as competent person for Health and Safety has 
responsibility for the development and implementation of this policy 

Health and Safety Manager 

The Health and Safety Manager has operational responsibility for the day to day 
delivery of this policy, with support to line managers and staff in its 
implementation.  

Senior Managers 

Have responsibility for developing, implementing and improving the CCG’s 
health and safety management system as an integral part of day-to-day 
operations. They have a duty for taking all practicable measures to create a safe 
and healthy work environment. This includes working from home. 

Managers 

Managers will ensure that their staff are aware of this policy and to ensure that 
resources are made available to implement this policy effectively.  

Managers have the responsibility for ensuring that DSE self-assessments and 
home working risk assessments are carried out and actions highlighted from the 
assessments are put into place. This task can be delegated to a competent 
person or persons. 

Line managers shall:  

 make regular contact with their team, to try to make sure staff do not feel 
isolated 

 discuss how work-life balance will be managed, for example advising 
taking regular breaks and switching off from work at the end of the day, 

 ensure that staff are aware of the rules around storing information and 
data protection, 

 advise how performance will be managed and measured, taking into 
account peoples circumstances where necessary, 

 respond to requests for remedial action to minimise any risk following an 
assessment, by providing equipment, or changes to working practice 
where it will reduce the risk of injury or ill health,  

 Ensure the DSE policy is complied with as far as is reasonably practicable 

http://www.rotherhamccg.nhs.uk/Downloads/Policies%20and%20Procedures/Corporate%20Policies/C16%20-%20Display%20Screen%20Equipment%20Policy%20Review%20date%202022.pdf
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 Ensure reasonable adjustments are made for a member of staff who has 
a disability.  If changes are needed, the CCG is responsible for making 
sure they happen.  

Employees  

All employees are personally accountable for their actions, and responsible for:  

 ensuring  they comply with this policy,  

 complying with instruction and training which is provided to minimise the 
risk to health from operating display screen equipment,  

 ensuring  they undertake a home risk assessment and work station self-
assessment,  

 making use of any control measure that has been deemed necessary by 
the assessments and take reasonable steps to ensure own health, safety 
and welfare whilst working from home,  

 reviewing and updating the assessments if any significant changes arise 
when working from home,  

 taking reasonable care of work equipment, and maintain them in good 
condition,  

 reporting to their line manager any personal conditions which may affect 
their capability to operate display screen equipment or any other risks 
while working from home, 

 reporting and documenting any accidents, injuries or ill health conditions 
that may arise in connection with working from home, 

 Informing their manager of any homeworking arrangements that need to 
change. 

Health and safety team  

Provide health, safety & fire safety advice and support to all staff.  

The health & safety team shall: 

 ensure that all managers are kept up to date with any changes in 
approved codes of practice / Government guidelines regarding home 
working best practice,  

 discuss any recommendations with managers if necessary,  

 liaise with the line manager and occupational health department to ensure 
that any workstation which may be contributing to work related ill health is 
risk assessed and risk reduced to the lowest reasonably practicable level, 

 provide suitable and sufficient  recommendations to managers and staff to 
ensure workstations are set up to the users’ ergonomic needs to reduce 
the risk of ill health to as low as reasonably practicable. 
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Occupational health service  

The Occupational Health Service can be consulted to give both general and specific 
advice to all staff 

 advise members of staff who have been referred by their line manager, 
who may be experiencing physical or mental health problems which they 
attribute to working from home for health assessment and advice. 

 provide suitable and reasonable recommendations to managers regarding 
working arrangements according to their medical needs to reduce the risk 
of ill health to the lowest level reasonably practicable.  

 

6. KEEPING IN TOUCH – (LONE WORKING) 

Managers and their teams should keep in touch regularly. This should include 
regular communication between: 

 individual members of staff and their managers, 

 staff who need to work together, 

 team members, 

 It is very important to have an emergency point of contact and to share 
this so people know how to get help if they need it. 

Virtual meeting platforms are in place for the CCG to utilise this will bring 
everybody “virtually” together.  

For further information regarding lone working, please consult the Lone Working 
Procedure which forms part of the Policy and Procedure for the Management of 
Security  

 

7.   EXPECTATIONS WHILE WORKING FROM HOME 

The Health & Safety at Work Act etc. 1974 imposes a general duty of care on 

both the employer and employee to ensure the safety of all persons while at 

work; this duty also includes those staff that work from home 

The COVID-19 pandemic has changed the way that we work; however it is 
important that we do not forget that we must still adhere to the guidance and 
advice which is contained in the CCG’s Policies and Procedures. If you are 
unsure with regards how a particular policy or procedure can affect you while 
you work from home, please speak with your line manager. 

 

8. INSURANCE, MORTGAGE OR RENT AGREEMENTS 

Staff working from home continue to be covered for public liability in regard to 

their employment the same as if they work from an office. In regard to personal 

home insurance ACAS advises that employees should check with their home 

insurer and mortgage provider or landlord if this is covered. In most cases 

http://www.rotherhamccg.nhs.uk/Downloads/Policies%20and%20Procedures/Corporate%20Policies/C12%20-%20Policy%20and%20Procedure%20for%20the%20Management%20of%20Security%20-%20including%20Lone%20Working%20Procedure.pdf
http://www.rotherhamccg.nhs.uk/Downloads/Policies%20and%20Procedures/Corporate%20Policies/C12%20-%20Policy%20and%20Procedure%20for%20the%20Management%20of%20Security%20-%20including%20Lone%20Working%20Procedure.pdf
https://www.acas.org.uk/working-from-home
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insurance is only impacted if you are running a business from home; however, it 

is a personal responsibility to check this position with your insurance provider. 

The Association of British Insurers provides further information on this topic. 

If your policy does not cover you for using business equipment, you will need to 
speak with your line manager. 

 

9. CLAIMING EXPENSES OR TAX RELIEF FOR USING HOME UTILITIES  

For staff who believe they may have incurred additional expenses from working 
from home, please being this to the attention of your line manager in the first 
instance, please retain any receipts as evidence. 

 

9.1 Claiming tax relief 

Please note the CCG is not able to give personal tax advice. For further 
information please consult the HMRC website 

 

10. EMPLOYEE ASSISTANCE PROGRAM 

Rotherham CCG has an Employee Assistance Programme. 
(https://www.nhssheffieldccg.wellbeingzone.co.uk/ ) which is available 24 hours 
a day, 365 days a year, online and by telephone - giving you proactive, early 
access and intervention before issues get complex or to a point of crisis or ill 
health.  

 

11. MONITORING AND REVIEW  

The procedural document will be reviewed every three years, and in accordance 
with the following, on an as and when required basis.  

 Legislative changes  

 Good practice guidelines  

 Case Law  

 Significant incidents reported  

 New vulnerabilities identified  

 Changes to organisational infrastructure  

 Changes in practice 

 

https://www.abi.org.uk/products-and-issues/topics-and-issues/coronavirus-hub/
https://www.gov.uk/tax-relief-for-employees/working-at-home
https://www.nhssheffieldccg.wellbeingzone.co.uk/
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APPENDIX 1  

 

HOMEWORKING PROCEDURE   

 

NHS Rotherham Clinical Commissioning Group has a duty of care to protect the 
health, safety and welfare of its staff while they work from home. 

Due to the Covid-19 pandemic; Government guidelines have stated that everybody 
should work from home if possible and safe to do so to reduce the risk of spreading 
the virus and only attend site if it is absolutely necessary. A procedure has been 
developed to guide staff on best practice when working from home. 

 

1. COLLECTING OFFICE EQUIPMENT FROM OAK HOUSE TO USE AT HOME 

If staff members require any office equipment to be able to safely work from 
home, they are to discuss the request with their line manager and organise a 
time and date to go into Oak House and collect the equipment. 

If the staff member is unable to travel to Oak House to collect the equipment, 
alternative arrangements must be put into place for the equipment to be 
delivered to the member of staff. E.g. another member of staff or family member 
collecting the equipment on their behalf, this has to be agreed with the line 
manager and social distancing guidance must be adhered to if practicable.  

Equipment transported in this manner must be wiped with sanitising wipes 
before use to reduce the risk of infection. 

When visiting Oak House to collect equipment; current government / NHS 
guidelines regarding social distancing and hand washing/sanitising must be 
observed. Hand sanitisers and sanitiser wipes have been placed throughout the 
office for staff use.    

Staff must also wear a face cover within areas shared with other tenants of Oak 
House and if social distancing is not practicable within the CCG offices. 

All staff MUST sign the register adjacent to the main door on the 2nd floor. 

 

2. WORKING FROM HOME ASSET REGISTER 

Equipment that has been removed from Oak House must be added to our 
working from home asset register. Please email alisonhague@nhs.net with a list 
of the equipment you have taken home. 

 

3. REQUESTING ADDITIONAL EQUIPMENT FOR HOME WORKING 

 Member of staff completes a DSE self-assessment for equipment that is 
required and forwards the document to their line manager. 

 Line manager discusses the request in their 1:2:1 

mailto:alisonhague@nhs.net
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 If the request is agreed by the line manager, the request is forwarded to their 
OE member for approval 

 If the request is approved by the OE member, the document is forwarded to 
either IT or the Corporate Team for action. 

 When the equipment has been delivered to Oak House the requesting 
member of staff is emailed by either the Corporate Team or IT depending on 
the type of equipment ordered and a suitable time is arranged for collection. 

 All office equipment purchased via this route is to be added to the CCG 
working from home asset register for auditing purposes.(see section 2) 

 Social distancing rules must be adhered to when collecting equipment as per 
the guidance in section 1 above   

 

4. DAMAGED EQUIPMENT 

 If an item of equipment is damaged /destroyed while at home; the member of 
staff must inform their manager as soon as reasonably practicable; advising 
them of the incident and an incident form must be completed. 

 The line manager will organise the replacement of equipment with IT or the 
Corporate Team. 

 If the piece of equipment damaged / destroyed is their laptop, they must 
contact their manager to arrange for them to meet with an IT professional at a 
safe location.  

 When the equipment has been purchased, the Corporate Team / IT will 
contact the member of staff and organise pick up. 

 When collecting equipment, social distancing guidelines must be adhered to; if 
it is not practicable to meet those guidelines a face covering must be worn.  

 All replaced office equipment is to be added to the CCG working from home 
asset register for auditing purposes.(see section 2) 

 

5. PROCUREMENT OF SPECIALIST EQUIPMENT  

 All requests for specialist equipment e.g. Keyboards, mice and chairs, must 
be made via the employee’s line manager.  

 Before any specialist equipment is procured by the CCG it must be assessed 
by the health and safety team to ensure that it is both suitable for the task and 
complies fully with any appropriate safety standard.  

 The CCG will provide, so far as is reasonably practicable, any equipment 
necessary to ensure staff can safely work from home.  

 All office equipment purchased via this route is to be added to the CCG asset 
register for auditing purposes (section 2). 
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6. ELECTRICAL SAFETY 

6.1 User checks 

If electrical equipment is to be plugged or frequently moved, regular user safety 
checks should be conducted, with the equipment disconnected. Employees 
should look for: 

- Damage to the lead including fraying, cuts or heavy scuffing; 

- Damage to the plug, e.g. to the cover or bent pins; 

- Tape applied to the lead to join leads together; 

- Coloured wires visible where the lead joins the plug (the cable is not being 
gripped where it enters the plug); 

- Damage to the outer cover of the equipment itself, including loose parts or 
screws; 

- Signs of overheating, such as burn marks or staining on the plug, lead or 
piece of equipment; 

- Cables trapped under furniture. 

 

6.2 Extension leads 

An extension lead or adaptor will have a limit to how many amps it can take, so 
be careful not to overload them to reduce the risk of a fire.  

Appliances use different amounts of power; the information can generally be 
located on the plug or within the instruction manual of the equipment – a 
television may use a 3amp plug and a vacuum cleaner a 5amp plug for example. 

 

 

 

7. FIRE SAFETY 

It is recommended by the fire authority to fit at least one smoke alarm on every 
level of your home. 

• Smoke alarms are cheap and easy to install. 
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• Always look out for one of these symbols, which show the alarm is approved 
and safe. 

 

• If the alarm goes off by mistake - Never disconnect or take the batteries out of 
your alarm. 

• Testing smoke alarms tests the smoke sensor as well as the battery. It is 
recommended that you should test your smoke alarm every month and replace 
the batteries annually unless your smoke detector states otherwise. 

 

8. INFORMATION GOVERNANCE FOR HOMEWORKING 

8.1 Know your responsibilities 

The processing of patient confidential data must be undertaken under secure 
conditions, ideally in a separated area.    

 You should only process PCD at home where it can be done in a separate 
room away from other family members. If this is not achievable, you must 
have a privacy screen on your laptop   

 Any discussions about patients must be done using headphones and 
privately away from others in your household 

 You must ensure that you only process the data on equipment provided to 
you by the CCG unless this has been agreed by the Head of IT and a 
secure remote access solution is in place  

 You must continue to follow your team’s documented processes when 
processing personal confidential information securely whilst home working  

 You should agree your work pattern with your manager and ensure you 
take appropriate breaks, i.e. lunch etc  

 

8.2 Think Security  

Data and information and IT equipment security when working at home is your 
responsibility:   

 You must only access the CCG’s network using a personal/home 
password-protected router  

 Contact you line manager immediately if you need to be issued with a 
laptop privacy screen.  

 You must lock your laptop and mobile phone if they are going to be left 
unattended – and never leave papers containing personal data or 
sensitive information unattended  
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 You should also remove your smartcard (if using one) from the machine 
when leaving the room you are working in  

 You should be aware of your surroundings when having confidential or 
sensitive conversations.   

 Do not let family or friends use CCG laptops  

 You must ensure that your screen cannot be overlooked by members of 
your household or by anyone walking past the windows of your home  

 Take care with print outs/hard copies of personal information. Do not 
leave this where members of your household can view it and do not 
dispose of it in your household waste or paper recycling. Keep it safe until 
it can be securely disposed of in the confidential waste bins at Oak 
House. 

 

8.3 Use Email Securely  

Transferring personal data by email has risks: it could be intercepted, shared 
inappropriately or sent to the wrong place, always follow the CCG’s procedures 
and ensure emails are secure. Please refer to the Email Usage Policy and 
Procedure here.    

Shown below is a section of the Procedure which provides instructions on how to 
securely send emails going to a recipient not using nhs.net or another secure 
government email address (included in the full Email Usage Policy referenced 
above).  

 

8.4 To Send an Encrypted Email to a Non-secure Email Account  

1. Log in to your NHSmail account (either via an email client such as Outlook or 
via the web portal at www.nhs.net).  

2. Create a new email message in the normal way.  

3. Ensure the recipient’s email address is correct.  

4. In the subject field of the email, enter the text [secure] either before or after 
the subject of the message. The word secure must be surrounded by the square 
brackets for the message to be encrypted.  

Note: If square brackets aren’t used, the content of the email will be sent in plain 
text and may potentially be exposed to interception or amendment.  

5. Type the message.  

Please read the full secure email guidance (link above) if you have any further 
questions.  

 

8.5 Know How to Spot Cyber Threats  

Phishing emails and malware are serious IG threats – they try to trick you into 
sharing information or loading a computer virus onto IT systems.  

http://www.rotherhamccg.nhs.uk/Downloads/Policies%20and%20Procedures/IT%20Policies/I2%20-%20Email%20Policy%20and%20Procedure%20review%20dated%20October%202020.pdf
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 think before you click – if what you’re asked doesn’t feel right, stop and 
think 

 verify the email is genuine without replying – pick up the phone and ask, 
check with a colleague for advice – ask for a second opinion before you 
act 

 Be wary of clicking on suspicious website links and never click on advert 
banners don’t panic if you click on something suspicious: contact the IT 
Service Desk using the contact details below, straight away.   

The IT Service Desk can be contacted on 01709 428844 or log your IT service 
request here 

 

8.6 Always Report Incidents and Near-misses  

Information security incidents must be reported immediately via the CCG’s 
Incident Management Policy 

 

8.7 Corporate Records  

All records and information should be captured and stored in a readily retrievable 
manner. Records and information may be required at a future date as part of an 
inquiry process (judicial, statutory, inquest, freedom of information etc).  

Moreover, keeping records and information in a managed state will mitigate team 
absences as team members will be able to retrieve the information and progress 
the task or request.  

These records and associated documentation should be saved in a central, 
secure repository accessible by all those who need access. It is recommended 
that the CCG’s R Drive should be used to provide a central document repository 
as this will enable access effectively and manage version control. It also allows 
the ability to restrict access to particular documents if needed. 

If you have any questions about information governance in relation to processing 
PCD at home, please speak to your line manager in the first instance or contact 
the Head of IG.   

 

  

 

 

 

 

 

 

 

http://insite/Department.aspx?id=761
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APPENDIX 2 

 

Equality Impact Assessment  

Title of policy or service: Home Working Policy and Procedure 

Name and role of 
officer/s completing  

the assessment: 

Ian Plummer Health and Safety Manger 

Date of assessment: October 2020 

Type of EIA completed:        
Initial EIA ‘Screening’  ☒   or    

‘Full’ EIA process  ☐            

(select one option -  
see page 4 for 

guidance) 

 

1. Outline 

Give a brief summary of 
your policy or service 

 Aims 

 Objectives 

 Links to other policies, 
including partners, 
national or regional 

Under the Health and Safety at Work etc. Act 1974 
and the Management of Health and Safety at Work 
Regulations 1999. NHS Rotherham CCG (CCG) has 
a legal duty of care to ensure the health, safety and 
wellbeing of its staff while at work  

This policy and procedure describes how the CCG 
will comply with legislation to fulfil with those duties  

Identifying impact: 

 Positive Impact:  will actively promote or improve equality of opportunity; 

 Neutral Impact:   where there are no notable consequences for any group; 

 Negative Impact: negative or adverse impact causes disadvantage or 
exclusion. If such an impact is identified, the EIA should ensure, that as far as 
possible, it is justified, eliminated, minimised or counter balanced by other 
measures. This may result in a ‘full’ EIA process. 

2. Gathering of Information  

This is the core of the analysis; what information do you have that might impact on 
protected groups, with consideration of the General Equality Duty.  

  

 

 

What key impact have you 
identified? 

For impact identified 
(either positive and or 
negative) give details 

below:  
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(Please complete 
each area) 

 

Positive 

Impact  

 

Neutral 

impact 

 

Negative 

impact 

How does this 
impact?  

What action, 
if any, do you 
need to take 
to address 

these issues? 

What 
difference 

will this 
make? 

Human rights ☐ ☒ ☐   

Age ☐ ☒ ☐   

Carers ☐ ☒ ☐   

Disability ☐ ☒ ☐   

Sex ☐ ☒ ☐   

Race ☐ ☒ ☐   

Religion or belief ☐ ☒ ☐   

Sexual orientation ☐ ☒ ☐   

Gender 
reassignment 

☐ ☒ ☐   

Pregnancy and 
maternity 

☐ ☒ ☐   

Marriage and civil 
partnership (only 
eliminating 
discrimination) 

☐ ☒ ☐   

Other relevant 
groups 

☐ ☒ ☐   

HR Policies only- 
Part or Fixed term 
staff  

☐ ☒ ☐   

 

IMPORTANT NOTE:  If any of the above results in ‘negative’ impact, a ‘full’ EIA 
which covers a more in depth analysis on areas/groups impacted must be 
considered and may need to be carried out.  

Having detailed the actions you need to take please transfer them to onto the action 
plan below. 
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3. Action plan 

Issues/impact 
identified 

Actions 
required 

How will you 
measure 

impact/progress 
Timescale 

Officer 
responsible 

     

     

 

4. Monitoring, Review and Publication 

When will the 
proposal be reviewed 
and by whom? 

Lead / 
Reviewing  
Officer: 

 
Date of 
next 
Review: 

 

 

Once completed, this form must be emailed to Alison Hague, Corporate Services 
Manager for sign off: alisonhague@nhs.net 

 

Signature: 
 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:alisonhague@nhs.net
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APPENDIX 3 - Checklist for the Review and Approval of Procedural 

Documents 

Home working Policy and Procedure YES/NO/Unsure Comments 

1. Title   

Is the title clear and unambiguous?  Yes  

Is it clear whether the document is a guideline, 

policy, procedure/protocol or plan? 

 Yes  

2. Rationale   

Are reasons for development of the document 

stated? 

 Yes  

3. Development Process   

Is the method described in brief?  N/A  

Are people involved in the development 

identified? 

N/A  

 

 

Has relevant expertise has been used?  Yes  

Is there evidence of consultation with 

stakeholders and users? 

 Yes  

4.  Content   

Is the objective of the document clear?  Yes  

Is the target population clear and 

unambiguous? 

 Yes  

Are the intended outcomes described?  Yes  

Are the statements clear and unambiguous?  Yes  

Are cross references accurate?  Yes  

5.  Evidence Base   

Is the type of evidence to support the 

document identified explicitly? 

 Yes  

Are key references cited?  Yes  

Are the references cited in full?  Yes  

Are supporting documents referenced?  Yes  

6. Approval   

Does the document identify which 

committee/group will approve it? 

Yes  

If appropriate have the joint Human 

Resources/staff side committee (or equivalent) 

approved the document? 

 No  
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Appendix 4 

Home Working Risk Assessment 

 

Home office location (enter home address and brief 

description of home work area) 

 

 

Name of Homeworker  Name of Assessor  

Signature  Signature 

 

 

Date of assessment  Date of review by manager  

 

Potential Hazards and suggested Control Measures to reduce/eliminate Risks 
Comments and implemented Control Measures 

Display Screen Equipment (DSE) – please complete a DSE self-assessment and forward a 

copy to your line manager 

 check the positioning and display of the computer screen/monitor 

 check the positioning and suitability of the keyboard and mouse 

 check the suitability of the chair and desk. 

Laptop users should consider using a separate monitor, keyboard and mouse. 

DSE users should manage their day to ensure regular breaks are taken away from screen use if 

possible. 

 

 

 

 

 

Homeworking Environment 

 check that there is sufficient space on and around the desk/home work area 

 check that there is appropriate lighting for the home work area (e.g. need for a desk lamp) 

 check that the temperature, humidity and ventilation of the home work area is comfortable  
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Other Hazards 

 Tripping and falling: ability to safely walk between the home work area and other parts of the 
home without risk of tripping or slipping, for example on trailing electrical cables, mats, uneven 
work surfaces, steps, pets or children. Use good footwear. 

 Fire: advice to have smoke detectors (regularly checked), a fire extinguisher or fire blanket and a 
clear escape route. 

 Accidents: should be clear about how to report an accident; advised to have a home first aid kit. 
During breaks, take particular care when making hot/cold drinks/snacks and using knives and 
other sharp objects. 

 Electricity: electricity supply and any electrical appliances used while homeworking should be 
well maintained and regularly checked; advised to use circuit breakers for electrical appliances. 

 Noise: the noise level in the home work environment should not prevent the ability to 
concentrate and carry out work. Avoid loud music. 

 Manual handling: manual handling should not be necessary while homeworking; take care when 
moving/carrying laptops etc and setting up the home work area. 

 Harmful substances: it should not be necessary for contact with any harmful substances while 
homeworking.  

 Lone working: maintain regular contact with your manager and colleagues while homeworking. 

 

 

 

 

 

 

Overall final risk 
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Notes for guidance 

Workplace health and safety law applies to homeworkers and the CCG has the same legal duty to protect their health, safety and welfare, as if they were working 

at Oak House. 

Under the Management of Health and Safety at Work Regulations, the CCG is required to assess the risk of work activities carried out by staff who work at home. 

If assistance is required with completing the assessment, please contact a member of your Health & Safety team who will be able to offer advice.  

Completing a risk assessment involves identifying the hazards relating to work activities carried out in the home environment and deciding whether appropriate 

steps (control measures) have been taken to prevent harm to them or to anyone else who may be affected by their work. 

A risk assessment will: 

 identify hazards (a hazard is anything that may cause harm); 

 decide who might be harmed and how; 

 assess the risks (a risk is the chance, great or small, that someone will be harmed by a hazard) and take appropriate action to remove them or reduce 
(control) them as far as possible; 

 record the findings; and 

 be reviewed from time to time to see whether take further steps if needed. 

Before home working commences, the risk assessment should be completed and passed to your line manager. Your line manager should be satisfied that there is 

low risk and that any additional control measures are in place. Both the employee and the manager should retain a copy of the risk assessment, which should be 

reviewed at regular intervals. 

Homeworkers: 

 Are advised to take adequate rest breaks as required by the Working Time Regulations 1998 - ie where work continues for a period of more than six 
hours, they should take a break during the working day of at least 20 minutes and stop working during that break. 

 Must report any ‘accidents at work’ while they are homeworking to the CCG using the CCG incident reporting procedure. 

 Must adhere to the CCG’s policies and procedures while working from home.  

 

 


