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THIS CODE OF PRACTICE FORMS PART OF THE UNIVERSITY’S HEALTH AND SAFETY POLICY 

AND REPLACES ALL PREVIOUS ISSUES 
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1. OBJECTIVE/INTRODUCTION 
 

One result of the advances in information technology has been a significant increase in the 
number of people working at, or from, home.  A majority of staff working at home do so on an 
occasional basis.  This is defined as no more than 20 per cent of working time calculated on a 
monthly basis. It is intended that this Code of Practice applies only to those persons who 
have been approved as home workers by the Director of School/Institute/Department, in 
accordance with People and Organisational Development’s Working from Home Guidelines. 
Please see https://www2.ljmu.ac.uk/personnel/87114.htm.  All Codes of Practice may be 
found on https://www2.ljmu.ac.uk/HSU/65144.htm   

 
During periods of work at home the home is the workplace, thus in those circumstances the 
University’s duties under health and safety legislation apply equally at home; for example with 
regard to display screen equipment, manual handling and workplace safety. The University 
also retains responsibility for the safety of equipment provided for home use and for the 
health and safety of the homeworker whilst “at work”. 

 
1.1 What the law requires 

 
The Health and Safety at Work etc. Act 1974 places a duty on the University to protect the 
health, safety and welfare of its employees, including homeworkers.  Most of the Regulations 
made under the Act apply to homeworkers as well as to employees working at the University. 
These include, for example, the Management of Health and Safety at Work Regulations 1999, 
the Display Screen Equipment Regulations 1992, the Manual Handling Operations 
Regulations 1992, the Provision and Use of Work Equipment Regulations 1998 and the 
Control of Substances Hazardous to Health Regulations 2004. 
 
Under the Management of Health and Safety at Work Regulations 1999, the University is 
required to risk assess the work activities carried out by homeworkers. Completing a risk 
assessment involves identifying the hazards relating to the homeworker’s work activities and 
deciding whether enough steps have been taken to prevent harm to them or anyone else who 
may be affected by their work. 

 
2. RESPONSIBILITY 
 
 The person who directs the work of the member of staff is responsible for the application of 
 this Code of Practice, and should consider it when agreeing to home working.  The home 
 working can only commence after the homeworker has completed a risk assessment.  The 
 University is only responsible for the equipment it supplies. 
 

Before taking work home, the member of staff must consider whether the information they are 
working with may contain personal or sensitive information. If in doubt, please contact the 
University’s Data Protection Officer, based in Secretariat (Legal and Governance Services). 
Please see: https://www2.ljmu.ac.uk/corporate/index.htm  

 
3. RISK ASSESSMENT 

 
It is both convenient and acceptable to train homeworkers to conduct their own risk 
assessments, work station assessment and manual handling assessment and employers 
must ensure that they are competent so to do.  See Section 12 in regard to training. 
 
Please refer to SCP18 Risk Assessment and its accompanying proforma: 
https://www2.ljmu.ac.uk/HSU/65138.htm. The proforma should be used when carrying out the 
risk assessment for home working.  
 

 

https://www2.ljmu.ac.uk/personnel/87114.htm
https://www2.ljmu.ac.uk/HSU/65144.htm
https://www2.ljmu.ac.uk/corporate/index.htm
https://www2.ljmu.ac.uk/HSU/65138.htm
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3.1 How to complete a risk assessment 
 
There are five steps that need to be taken to ensure that a proper risk assessment is 
completed by the homeworker: 
 
1. Identify the hazards  
2. Decide who might be harmed and how 
3. Assess the risks and take appropriate action to remove them or reduce them as far as 

possible 
4. Record the findings 
5. Check the risks from time to time and take further steps if needed 
 
Step 1 - Identify the hazards 
 
The homeworker should look at what may cause harm to themselves, or other people, as a 
result of the work being done in the home. Small hazards should not be ignored as they may 
result in harm, for example keeping potentially harmful substances out of children’s reach. 
 
Step 2 - Decide who might be harmed and how 
 
The homeworker should look at who may be affected by the work done at home and how they 
may be affected; this may include the homeworker, and members of the household, including 
children or visitors. 
 
Step 3 - Assess the risks and take appropriate action 
 
If the homeworker comes across a hazard that may be a risk to the homeworker or anyone’s 
health or safety in the home, they need to decide what steps have to be taken to eliminate, or 
reduce those risks as far as possible. What needs to be done depends on whether the hazard 
is low risk or high risk.  This can be determined by looking at what type of harm or injury may 
arise and how often it may happen.  For example, there is greater risk of an accident from 
loose trailing wires if there are children in the home. 
 
It may be possible to remove the hazard altogether or take steps to lower the risk to an 
acceptable level.  For example, in the case of loose wires from work equipment, they could be 
tucked away under a desk or table, or secured neatly round the furniture out of the way. 
 
If there is no risk present, then no action needs to be taken. To check if the risks are 
acceptable more information is available from the Health and Safety Unit. Reference may be 
made to Essentials of Health and Safety at Work ISBN 07176 6179 2. 
 
Step 4 - Record the findings 
 
The homeworker must record the significant findings from the risk assessment.  They need to 
note down what steps have to be taken.  
 
Step 5 - Check the risks from time to time and take steps if needed 
 
The risk assessment must be checked at least annually, especially if there is a change in 
working procedures.  The assessment needs to take into account any new hazards that may 
cause harm to the health or safety of the homeworker, or other people affected by the change 
in working conditions.  
 

4. MANUAL HANDLING 
 

The risk of injury from manual handling operations at home should be low, but some homes, 
where space is limited, may require workstations to be set up each day.  Guidelines for 
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handling and moving equipment are contained within the Manual Handling Operations 
Regulations 1992. Please see the Appendix to this Code of Practice. Further information may 
be found in SCP17 Manual Handling. 
 

5. USING WORK EQUIPMENT AT HOME 
 

The Provision and Use of Work Equipment Regulations 1998 cover the use of work 
equipment in the home. Guidelines for the use of protective equipment at home are contained 
within the Personal Protective Equipment at Work Regulations 1992. Please see the 
Appendix to this Code of Practice. Further information may be found in SCP3 Safe Use of 
Plant and Equipment. https://www2.ljmu.ac.uk/HSU/65144.htm 
 

6. USING ELECTRICAL EQUIPMENT FOR WORK AT HOME 
 

The University retains the responsibility for the maintenance and testing of electrical 
equipment it supplies for use in the home.  Electrical sockets and other parts of the of the 
homeworker's domestic electrical system are their own responsibility.  The safe use of 
electricity at work is covered by the Electricity at Work Regulations 1989. Please see the 
Appendix. Further information may be found in SCP5 Electrical Safety. 
https://www2.ljmu.ac.uk/HSU/65144.htm 
 

7. USING SUBSTANCES AND MATERIALS FOR WORK AT HOME   
 

If the risk assessment shows that a homeworker’s health is at risk from exposure to any 
hazardous substance, appropriate action must be taken. The University is only responsible for 
substances and materials it provides to homeworkers. The Control of Substances Hazardous 
to Health Regulations apply. Please see the Appendix to this Code of Practice. Further 
information may be found in SCP6 Control of Substances Hazardous to Health. 
https://www2.ljmu.ac.uk/HSU/65144.htm 
 

8. WORKING WITH DISPLAY SCREEN EQUIPMENT 
 

The Health and Safety (Display Screen Equipment) Regulations 1992 give the employer the 
duty to make sure that the display screen equipment used by a homeworker is safe and does 
not affect the user’s health. Please see the Appendix to this Code of Practice. Further 
information may be found in SCP20 Display Screen Equipment. 
https://www2.ljmu.ac.uk/HSU/65144.htm 
 

9. NEW AND EXPECTANT MOTHERS 
 

The Management of Health and Safety at Work Regulations 1999 require that, when 
assessing risks to the homeworker, the employer must consider those who are new or 
expectant mothers. Further information may be found in SCP33 New and Expectant Mothers. 
https://www2.ljmu.ac.uk/HSU/65144.htm 
 

10. FIRST AID 
 

Under the Health and Safety (First Aid) Regulations 1981, employers need to ensure that they 
supply adequate first aid provision for homeworkers.  The exact provisions depend on the 
nature of the work activity and the risks involved. Further information may be found in SCP30 
First Aid. https://www2.ljmu.ac.uk/HSU/65144.htm 
 

11. REPORTING OF INJURIES, DISEASES AND DANGEROUS OCCURRENCES 
 REGULATIONS 2013 
 

The University has a duty to ensure that it finds out about accidents, injuries, diseases or 
dangerous occurrences arising from work related activities. This would involve ensuring 

https://www2.ljmu.ac.uk/HSU/65144.htm
https://www2.ljmu.ac.uk/HSU/65144.htm
https://www2.ljmu.ac.uk/HSU/65144.htm
https://www2.ljmu.ac.uk/HSU/65144.htm
https://www2.ljmu.ac.uk/HSU/65144.htm
https://www2.ljmu.ac.uk/HSU/65144.htm


SCP26 Working from Home 

 

                                                                                                                                    

 

7 

homeworkers report any incidents to their employer. Staff are required to follow the procedure 
which is set out in SCP7 Reporting and Investigating Adverse Events. 
https://www2.ljmu.ac.uk/HSU/65144.htm  
 

12. TRAINING 
 

It is both convenient and acceptable to train homeworkers to conduct their own risk 
assessments, work station assessment and manual handling assessment and employers 
must ensure that they are competent so to do.  This, together with general health and safety 
training such as on proper working practices and conducting visual inspections of electrical 
equipment, should help ensure that homeworkers are equipped for carrying out their duties at 
home. The Health and Safety Unit is able to assist: please see 
https://www2.ljmu.ac.uk/HSU/126697.htm for the Training Planner. 

 
13. MONITORING AND REVIEW 
 

Employers must implement a system for monitoring and reviewing the working arrangements 
with the homeworker and be reassured that any agreed arrangements are working 
satisfactorily whilst ensuring the health and safety of the homeworker and those who may be 
affected by the work. 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www2.ljmu.ac.uk/HSU/65144.htm
https://www2.ljmu.ac.uk/HSU/126697.htm
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APPENDIX  
 
COMMON HAZARDS AND CONSIDERATIONS 
 
1. Manual handling  
 

Handling loads can cause serous injury, particularly to the back.  The checklist below 
highlights some activities that may increase the risk: 

 

 Handling loads that are heavy, bulky, difficult to grasp, or unstable 

 Awkward lifting, reaching or handling 

 Pushing or pulling 

 Repetitive handling that does not allow enough rest time between loads 

 Twisting and stooping 
 

If possible, employers should avoid the need for hazardous manual handling.  However, if 
homeworkers must handle goods as part of their work, employers are responsible for 
assessing and reducing the risks, for example by providing training and/or lifting aids to 
prevent injury.  This could involve using a trolley to allow the load to be moved easily.  
Guidelines for handling and moving goods are covered by the Manual Handling Operations 
Regulations 1992. 

 
When lifting is necessary, good techniques can help reduce the risks. These could involve: 

 

 Keeping the feet apart, bending the knees and keeping the back as straight as possible 

 Keeping the load as close to the body as possible 

 Keeping twisting of the torso to a minimum if turning to one side 

 Lifting or carrying goods in small amounts 

 Wrapping the load or using gloves if it has sharp edges 

 Using a table or bench as a half-way resting point 
 
2. Using work equipment at home 
 

Employers who provide homeworkers with equipment to carry out their work have a duty to 
ensure that:  

 

 The equipment is correct for the job that is being done 

 Proper information and training is given on how to use the equipment, so that the job can 
be done properly and safely 

 The equipment being used is checked regularly and kept in a condition that does not 
cause harm to the homeworkers or others 

 Those people who are testing the equipment or training the homeworker are properly 
trained themselves, so that they provide the correct information and training 

 The machine being used has protective equipment, for example a machine guard to 
prevent the homeworker, or anyone else, being injured when it is in use 

 The necessary personal protective equipment is provided for using the work equipment 
safely; for example gloves are provided when working with needles 

 The equipment has the right controls to allow the work to be done safely; for example the 
controls should be clearly marked and properly positioned 

 Checks on equipment are carried out safely; for example machines are switched off while 
being checked 

 
The Provision and Use of Work Equipment Regulations 1998 cover the use of work 
equipment in the home.  Guidelines for the use of protective equipment at home are covered 
by the Personal Protective Equipment at Work Regulations 1992. 
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3. Using electrical equipment for work at home 
 

If homeworkers use electrical equipment provided by the employer as part of their work, the 
employer is responsible for its maintenance.  Employers are only responsible for the 
equipment they supply.  Electrical sockets and other parts of the homeworkers’ domestic 
electrical system are their own responsibility. 

 
Listed below are simple steps that employers can take to prevent harm or injury to 
homeworkers, or other people, when homeworkers use electrical equipment in the home: 

 

 Ensure electrical equipment is turned off before it is checked 

 Check that plugs are not damaged 

 Check the domestic electrical systems are adequate for electrical equipment 

 Check plugs are correctly wired and maintained 

 Check that the outer covering of the cable or wire is gripped where it enters the plug or the 
equipment 

 Check that the outer cover of the equipment is not damaged, for example look for loose 
parts or screws 

 Check leads, wires or cables for damage to the outer covering 

 Check for burn marks or staining that suggests overheating 

 Repair electrical equipment that may cause harm or injury to the homeworker 

 Check that there are not trailing wires; if there are, tuck them out of the way,  for example 
under a desk or a table, to prevent accidents 

 
Most of the faults that can cause harm can be prevented just by looking for any damage to 
the electrical equipment.  The safe use of electricity at work is covered by the Electricity at 
Work Regulations 1989. 

 
4. Using substances and materials for work at home 
 

Here is a checklist of things to be aware of when using substances, materials or chemicals 
that may be hazardous to health and safety: 

 

 Are they flammable, toxic, or corrosive? 

 Do they give off fumes? 

 Are they stored safely; for example could any children reach them easily? 

 Does anyone suffer from dizzy spells, feel sick or have headaches? 

 Does anyone suffer from skin rashes or irritation? 

 Does anyone suffer from asthma? 
 

An easy way of identifying hazardous substances is by looking for hazard warnings on the 
label.  The Classification, Labelling and Packaging Regulations 2009 require hazardous 
substances to be labelled with orange black hazard symbols.  But any substance that places 
homeworkers’ or other people’s health or safety at risk must be handled according to the 
instructions provided by the employer, the supplier of work or the manufacturer or supplier of 
the substance. 

 
If the risk assessment shows that a homeworker’s health is at risk from exposure to any 
hazardous substance, the employer must take appropriate action.  Employers are only 
responsible for substances and materials they provide to their homeworkers.  Under the 
Control of Substances Hazardous to Health Regulations 2004 the employer is responsible for: 

 

 Ensuring that the homeworker’s exposure to the substance is prevented or adequately 
controlled.  If possible, the employer should replace the hazardous substance with a less 
hazardous one 
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 Supplying the homeworker with personal equipment, for example gloves or a mask, in 
addition to providing other control measures – but only in cases where other measurers 
are insufficient, on their own, to adequately control exposure; for example providing 
exhaust ventilation where opening the window may be inadequate to protect the health of 
the homeworker 

 Taking all reasonable steps to ensure that the homeworker uses control measures, such 
as personal protective equipment, properly 

 Carrying out any exposure monitoring, or health surveillance, that the Regulations may 
require (and keeping records in both cases) 

 Informing, instructing and training homeworkers about the nature of the substances and 
materials the work with, and the risks created by exposure to those substances and 
materials and the precautions they should take; for example when using materials with 
sharp edges such as needles 

 
Depending on what hazardous substances are involved, the Control of Lead at Work 
Regulations 2002, and the Control of Asbestos at Work Regulations 2012 might also apply. 

 
5. Working with display screen equipment (aka VDUs – visual display units) 
 

The use of VDUs is covered by the Health and Safety (Display Screen Equipment) 
Regulations 1992 as amended by the Health and Safety (Miscellaneous Amendments) 
Regulations 2002.  Employers have a duty to make sure that the display screen equipment 
used by homeworkers is safe and does not affect the user’s health. 

 
When working with VDUs it is important to adjust their work station to a comfortable position 
and take breaks from work.  This will help prevent undue tiredness.  Remembering to stretch 
and change position regularly can help to reduce tiredness and prevent pains in the hands, 
wrists, arms, neck, shoulders or back.  VDUs need to be placed in a position where lighting 
will not cause reflections or glare on the screen. 

 
It is also important for homeworkers to view the screen comfortably.  They may need different 
spectacles for this.  Homeworkers should consult their GP or an optician if in doubt.  VDU 
users can request an eye examination and eye test from their employer. 

 
Here is a checklist of points that employers need to be aware of when their homeworkers use 
VDUs: 

 

 Is the screen clear and readable, and without flicker? 

 Is the screen free from glare and reflections? 

 Are the ‘brightness’ and ‘contrast’ controls properly adjusted to prevent eyestrain? 

 Is there suitable lighting so that the fine detail on the screen can be seen and read? 

 Is the keyboard placed in the right position to allow the homeworker to work comfortably 

 Is the screen and computer clean; is it free from dust and dirt? 

 Can the chair be adjusted to the right height so that work can be done comfortably? 

 Is the VDU placed at the right angle on the desk to allow work to be done comfortably, for 
example without having to make any awkward movements? 

 Is there enough space under the desk to allow free movement? 

 Is there enough space in general so that the homeworker can move freely between the 
work on the desk and the VDU? 

 
 
 


