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Ref. COM 04

HOMEWORKERS WORKPLACE RISK ASSESSMENT


	Employee’s Name:

	Department/Office Base:

	Line Manager’s Name:

	Line Manager’s Contact Tel:

	Employee’s home workplace address 


	Postcode:

	Assessed By:
	Job Title:
	Date of Assessment:


	TO THE HOMEWORKER'S LINE MANAGER
1. It is a requirement of the Health and Safety at Work Etc Act and the Management of Health and Safety at Work Regulations to carry out safety assessments for the work activities of employees, including homeworkers.

2. The purpose of this document is to enable you and/or your employees to ensure that the health and safety arrangements associated with homeworking are satisfactory in order to ensure, so far as is reasonably practicable.

3. Answer each question either Yes, No or Not Applicable. Where a No answer is given, consider the possible management actions suggested and record what action is taken in the Action/Comments column.

4. If you are not sure what corrective actions to take in the event that the management action cannot be implemented for whatever reason, please contact Compass HSE Department for advice.

5. This assessment must be completed for each homeworker and repeated at least annually; and whenever there are any significant changes to the work activity, work equipment or a change in the work location. A review is also necessary following a home workplace related incident.


	

	TO THE HOMEWORKER 
1. It is the Company's responsibility to ensure that every employee receives full safety information about his or her workplace. This includes your home if this is your normal workplace.

2. The purpose of this assessment is to document the arrangements that ensure your workplace is safe for you and anyone else who may be affected by your homeworking 

3. If for any reason the management actions and/or any additional measures listed in the Comments/Corrective Actions column cannot be carried out, you are responsible for informing your manager without delay and for following any safety instructions given to you.




Ref. COM 04
	Matters To Consider
	Y/N or NA
	Possible Management Action if “No”
	Actions/

Comments

	1. Arrangements for the workplace and equipment 
	
	Consider locating to a larger room if available

Ensure the desk size is at least 1200mm Wide x 600mm Deep x 720mm.High or within 15mm of these dimensions. 

Ensure all walkways are clear and uncluttered 

Review storage requirements with view to reducing amount and bringing down to low level. 

Ensure a suitable kick stool or steps are available if required.

Provide suitable filing cabinets and cupboards

Encourage use of electronic storage methods e.g. CD store, memory sticks etc.

Keep children and other family members away from the equipment.

Disable the item by removing from the power source.

Have cables “bundled” and positioned along wall edges out of the reach of feet under the desk and passageways.

Children and pets should be discouraged from entering the workspace; on occasions when they do access the area they should be closely supervised at all times.

Install adequate security locks to all access points including windows.


	

	Is the workspace sufficient to adequately accommodate desk, chair, work equipment and storage systems?

Is the desk of an adequate size to accommodate either a laptop with riser and additional screen or a desktop computer?

Is there clear access to the office?

Are files, stationery or other items being stored at a height that can be easily reached when standing at floor level?

Is there adequate storage for documents and reference materials?

Where defects or breakdowns to equipment result in danger, are people prevented from using it?  

Are all cables and wires positioned so as not to present a trip hazard?

Are children, pets and visitors excluded from the workspace?

If the office is outside the main house can it be adequately secured?
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	Y/N or NA
	Possible Management Action if “No”
	Actions/

Comments

	2. Ventilation and workplace temperature
	
	Ensure that there is a means of natural ventilation or by means of a mechanical system. 

Ensure heating systems are working and are timed to be on during working hours.

Provide fans or other cooling devices for use in hot weather conditions if necessary

Install draught proofing strips around doors, block holes with appropriate filler.


	

	Is there sufficient ventilation of the workplace?  

Is the workplace temperature maintained at a comfortable level during working hours?

Is the area free from draughts?


	
	
	

	3. Lighting
	
	Ensure the level of lighting is suitable for the work activity whilst avoiding glare on the computer screen. Provide a desk lamp if necessary.

Ensure that the windows can be covered to avoid glare from external light sources e.g. the sun, street lighting


	

	Is there sufficient natural and/or artificial light to avoid eyestrain?

Are there curtains or blinds to avoid glare?


	
	
	

	4. Manual Handling


	

	Avoid the need to receive or handle bulky or heavy packages or equipment.

Instruct the homeworker to break down packages into smaller/lighter loads before handling them

Provide training in safe manual handling techniques.

Where necessary provide appropriate mechanical handling equipment


	

	Can manually handling (lifting, lowering and carrying) heavy loads and equipment be avoided?
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	5. Electrical Safety

	
	Inspect the equipment at least once per week to ensure that all wires are correctly attached to the equipment and that plugs are firmly pushed into the socket. 

Check should be made to ensure that:

· There are no burn marks or staining on the wires or around the plugs and sockets.

· No coloured wires are visible where the cable is fixed into the plug.

· All the wires are stored in such away that they do not cause a trip hazard or can be pulled from the socket or equipment.

· Cables are not damaged with cuts or abrasions 

· There is no obvious damage to the equipment and no loose or missing screws or other fixings

Only multi plug extension leads are used in the case where there are inadequate fixed sockets available.

Ensure that the homeworker reports damage and faults to the line manager and stops using the equipment until checked and if necessary repaired or replaced.

Arrange for a competent electrician to carry our repairs as required.

Provide a plug-in RCD if necessary.

 
	

	Are all electrical equipment and connections that are supplied by the Company:

· Visually checked by the homeworker for signs of damage or faults prior to using it?

· Subjected to a Portable Appliance Test (PAT test) at least every 4 years where required?

Note: Where the equipment is double insulated (as indicated on the appliance by a symbol showing a square within a square) or where no earth wire is used, a Portable Appliance Testing (PAT) is not required. 

Where PAT testing is required this must be conducted by a competent person every 4 years.

Are sufficient, conveniently located wall sockets available for connecting electrical equipment?

Is damaged or faulty equipment reported to the line manager?
Is an arrangement in place for all repairs to be carried out by a competent person? 

Is the electrical circuit in the house provided with a means of emergency isolation at the distribution board or consumer unit and protected with a RCD? 
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	6. Fire Safety and First Aid


	
	Ensure that smoke detectors are installed in each floor of the house and tested on a regular basis.

Ensure that all combustible materials e.g., paper, plastics, fabrics etc are stored away from sources of combustion such as electric space heaters, hot surfaces and electrical equipment..

Provide a First Aid Kit and ensure that adequate stocks of dressings are maintained to deal with minor cuts and grazes.
	

	Are adequate fire warning systems installed?

Are adequate procedures in place to store combustible materials?

Are there provisions for the first aid treatment?


	
	
	

	7. Occupational Health
	
	Advice the employee to seek professional advice on any corrective or remedial actions required.

Ensure that the Display Screen Equipment Risk Assessment is carried out and any identified actions are taken to reduce or minimise health effects.


	

	Have you informed your line manager of any pre existing medical condition e.g. musculoskeletal injuries to arm, back, wrist, any visual impairment that will affect your ability to work from home and has not been previously addressed by the medical professions?


	
	
	

	8. Other hazards


	
	Remove hazards where possible. 

Seek advice from your Line Manager or HSE Manager


	

	Are there any concerns or other hazards in the workplace that have not been identified in this assessment?

If yes describe below:
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