<INSERT ORGANISATION NAME> HOMEWORKING AGREEMENT

This agreement is subject to a <3-month> trial period. After this time, if we agree to go ahead with the arrangement, it will create a permanent change to your terms and conditions.

Location and Hours
Your working pattern will be as follows: <specify the hours of work at home and at the workplace>.

While home working you should take appropriate breaks.

On the days when you are working from home, you must be available for us to contact you <during normal working hours OR between <time> and <time>.>

We will aim to hold events such as meetings, performance reviews and training on the days when you work from the office. However, this may not always be possible. You must therefore attend the office or other venues if we request this, even if you would normally be working from home on that day. We will agree these occasions with you in advance.

Performance Management
Your manager will monitor the quality and quantity of the work that you do at home. <Give any details of how they will do this and how they will give feedback.>

We will review your performance when your trial period ends. This meeting will be at our business premises. If your performance is satisfactory, we will confirm the home working arrangements. We reserve the right to extend the trial period if we need longer to assess your performance.

If your performance is unsatisfactory during the trial or at a later date, we may end the home working arrangement. 

If you have caring responsibilities, these must not conflict with your job duties during your working hours.

Visiting Your Home
We reserve the right to visit you at home at agreed times for work purposes. These visits may be to carry out a risk assessment, install, maintain or repair company equipment or retrieve company property when your employment ends. 

Health and Safety
Before you start working from home, a risk assessment of your proposed workspace must be carried out. We may ask you to do this yourself, in which case we will provide training, give you a checklist to complete and require you to show us <photos/a video> of your workspace. We may need you to make changes before we allow you to start working from home. 

We will review the risk assessment once a year. If you have any health and safety concerns before then, you should report them to your line manager. 

If you move house, you must inform your manager. We may end the home working agreement if this is not a suitable environment for you to work from.

Equipment
We will provide the following equipment for working from home: <specify what you will provide e.g. laptop, keyboard, mouse, separate screen or laptop riser, printer, shredder, mobile phone, adjustable chair, lockable storage.> We will pay to install, service, repair, test or replace this equipment.

You must look after this equipment and only use it for company business. You must not let anyone else use it. It remains our property and you must return it if the home working agreement ends.

<You may use the following equipment of your own while home working: <give details>.> If you require IT support, you should contact <give details>.

Expenses
<We will reimburse the following expenses: <give details>.>

OR

<We will pay you £26/month towards the expenses that you incur while working from home. <You can pay this tax-free in 2020/21 without you or the employee having to keep any records.>>

Data Security
We will provide IT equipment which complies with our security requirements. You are responsible for ensuring the security of all the company equipment and information that you use while working from home. <Give any additional details of how the employee should store, protect and transmit information.> 

We reserve the right to refuse your home working request or end the agreement if we have any security concerns. You may also face disciplinary action if you fail to keep information secure or fail to inform us of a possible data protection breach.

Insurance
The equipment that we have provided is insured under our insurance policy. However, working from home may affect your home and contents insurance policy, so you must inform your insurance company that you will be home working regularly. You may also need to obtain permission from your landlord or mortgage provider to use your home for work purposes.
