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DISCLAIMER: This temporary homeworking policy is being provided free or charge. 

Please note that this policy may not be suitable for use by all employers. Recipients 

of this policy will need to carry out their own review in order to establish whether the 

policy is suitable for use within their own business or organisation. No warranty as to 

accuracy or fitness for purpose (whether express or implied) is given and neither the 

author or Harrington Law shall be liable for any technical, legal, typographical or 

other errors or omissions contained within the policy itself.  
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1 Introduction 

1.1 This non-contractual and temporary homeworking policy is being introduced in 

response to the UK Government’s recommendation that businesses and workplaces 

should, wherever possible, encourage employees to work at home. 

1.2 This policy is intended to be temporary only and we reserve the right (at our absolute 

discretion) to amend this policy and/or substitute it for an updated version in light of 

revised or amended UK Government guidance concerning the coronavirus (COVID-

19) pandemic or in circumstances where it is necessary to do so in order to protect 

and/or promote our own business-related interests. 

1.3 It is intended that this temporary homeworking policy will be discontinued once the 

UK government no longer recommends (in response to the coronavirus (COVID-19) 

pandemic) that employees should be encouraged to work from home. However, we 

reserve the right to discontinue and/or revoke this temporary homeworking policy and 

to require individuals to return to the office at any time or implement alternative 

measures where: 

1.3.1 it is deemed desirable and/or necessary to do so in order to protect and 

promote our own business-related interests (including the long-term financial 

viability of the business); or 

1.3.2 in circumstances where we have genuine grounds for suspecting that an 

individual is not adhering to their own obligations under this policy.  

1.4 Notwithstanding the UK government’s advice, the decision as to whether partial or 

full-time temporary homeworking will be allowed to commence or continue (and if so 

on what basis) in relation to any particular role or roles ultimately rests with us and 

employees must not simply assume that they are entitled to commence a period of 

homeworking. 

2 Suitability of roles for temporary homeworking 

2.1 The UK Government’s current recommendation is that that businesses and 

workplaces should, wherever possible, encourage employees to work at home. The 

practical impact of this recommendation is that employees who are engaged in roles 

where significant or prolonged periods of homeworking would not ordinarily be 

authorised may now be permitted to do so. 

2.2 In light of the UK Government’s existing guidance, we will work proactively with 

employees in order to explore whether their individual roles are suitable for 

temporary homeworking and if so on what basis. Relevant factors and considerations 

that will be considered (both initially and periodically thereafter) will include (albeit not 

exclusively): 

2.2.1 whether the individual falls into one of the categories that the UK government 

has "strongly advised" to work from home; 
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2.2.2 whether the individual’s role (or a significant part of it) can effectively be 

carried out from a home location; 

2.2.3 whether some attendance in the workplace will still be required; 

2.2.4 whether there are any adverse costs implications; 

2.2.5 whether the prospective homeworker can take reasonable steps to ensure 

security of Company equipment in their home; 

2.2.6 whether the prospective homeworker can offer an acceptable and 

proportionate level of confidentiality in respect of information held and/or 

processed at home; and 

2.2.7 whether the prospective homeworker’s household/home insurance policy or 

any other relevant provision prohibits working from home. 

3 Application of this policy 

3.1 This policy applies to employees who do not ordinarily and/or habitually work from 

home but who are being permitted to work from home on a temporary basis in light of 

the UK Government’s existing guidance to employers for dealing with the 

Coronavirus (COVID-19) crisis. ("Temporary Homeworkers"). 

4 Patterns of work and normal working hours 

4.1 It is our expectation that wherever possible (unless alternative arrangements have 

been agreed) that individuals will adhere to their normal hours and patterns of 

working whilst temporarily working from home. It is important if you are struggling to 

do this that you contact us so that we can explore the possibility of agreeing 

alternative working patterns with you.  

5 Availability  

5.1 Subject to the exceptions contained in section 6 the general expectation in respect of 

Temporary Homeworkers is that they will be available and contactable during their 

normal working hours.  

5.2 We will liaise with individuals and teams over the coming days and weeks in order to 

confirm the frequency and manner of expected contact for Temporary Homeworkers. 

5.3 We reserve the right to amend or terminate homeworking arrangements and/or to 

invoke our disciplinary or performance related procedures in cases where a 

Temporary Homeworker is persistently uncontactable and/or where they fail to 

observe their own obligations under this policy. It’s important for this reason that you 

contact us as soon as possible if you’re experiencing any homeworking related 

difficulties.  



3 

6 Childcare 

6.1 Under normal circumstances, we would not deem it appropriate for an individual to 

work from home while also providing childcare. However, we appreciate that these 

are not normal circumstances and that in view of the UK government’s decision to 

close nurseries, schools and further education establishments for the foreseeable 

future, Temporary Homeworkers may, by necessity, also be caring for their children.  

6.2 Wherever possible we intend to take a pragmatic and sensible approach to the issue 

of childcare for our Temporary Homeworkers. In order to be clear, the expectation on 

our part is that Temporary Homeworkers will, wherever possible, devote their normal 

working hours to the performance of their role and duties whilst working from home. 

We do appreciate however that there will be times when this is not always possible 

and that for Temporary Homeworkers who are also tasked with childcare, the 

wellbeing and safety of any dependent children will be their primary concern. We 

recognise for this reason that from time to time, there may be periodic and 

unavoidable interruptions to your normal working day.  

6.3 Unfortunately, we can’t escape the fact that individuals with younger children and/or 

children who require constant and/or regular high level attention may not be able to 

adhere to their normal working hours work and consequently that homeworking may 

not be a viable option for them. Wherever possible it will be our intention to identify 

this as a potential issue prior to a decision to permit a period of temporary 

homeworking being taken and to agree appropriate alternative arrangements at that 

time. There may be instances however where a Temporary Homeworker’s personal 

circumstances change with the effect that they are no longer able to deliver an 

acceptable level of service and/or adhere, on a routine basis, to their normal working 

hours and patterns of working whilst working from home. It is important that any 

individual who finds themselves in these circumstances (or who believes that their 

home circumstances may shortly be about to change) contacts us as soon as 

possible so that consideration can be given to agreeing suitable alternative 

arrangements. Depending on the individual’s circumstances and our business needs, 

alternative options that may be appropriate (depending on the relevant 

circumstances and the individual’s own preferences) include: 

6.3.1 taking a period of unpaid parental leave; 

6.3.2 furloughing in accordance with the UK government’s Coronavirus Job 

Retention Scheme; 

6.3.3 utilising the statutory right to unpaid time off to care for a dependant; 

6.3.4 agreeing alternative working hours and/or amended duties; 

6.3.5 agreeing a temporary reduction in working hours and/or amended duties;  

6.3.6 taking a period of paid annual leave; or 

6.3.7 taking an agreed period of additional unpaid leave. 
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7 Quarantine and/or self-isolation 

7.1 Temporary Homeworkers who are quarantined or self-isolating are required to inform 

us as soon as possible.  

7.2 Temporary Homeworkers who are quarantined or self-isolating but who are not 

displaying any symptoms and/or who remain well enough to work will be permitted to 

do so, unless: 

7.2.1 UK government guidance or regulations stipulate otherwise; or  

7.2.2 there are other concerns relating to health and safety of the individual and/or 

the individual’s or any third parties’ welfare which mean that continuing to 

work would not be advisable.  

7.3 Temporary Homeworkers who are quarantined or self-isolating and who are not 

working will be entitled to receive Statutory Sick Pay ("SSP") in accordance with any 

relevant rules and regulations in place from time to time. At the time of preparing this 

policy, the relevant circumstances are as follows:  

(a) they have coronavirus; 

(b) they have coronavirus symptoms, for example a high temperature or 

new continuous cough; 

(c) someone in their household has coronavirus symptoms; or 

(d) they've been told to self-isolate by a doctor or NHS 111. 

7.4 For the first seven days off work, employees can self-certify. After that, we may ask 

for evidence of sickness absence.  

7.5 Where an employee’s sickness absence is related to having symptoms of 

coronavirus or relates to them living with someone who has symptoms, an isolation 

note should be used to provide evidence of the advice to self-isolate. Isolation notes 

can be obtained via the NHS website or NHS 111 online. 

7.6 Additional entitlements (if any) to sick pay in addition to SSP will be as set out or 

referred to in the individual’s contract of employment. 

8 Sickness and other absences from work 

8.1 Notwithstanding the fact that Temporary Homeworkers are working from home, any 

illnesses, holidays or other planned absences must be notified to us and authorised 

in the usual way. 

9 Any individual who absents themselves from work without prior authorisation whilst 

they are supposed to be homeworking or otherwise abuses the trust that is being 

placed in them, may have their permission to work from home terminated and/or be 
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subject to disciplinary action (which in serious or repeated cases will expose them to 

the risk of dismissal). 

10 Place of work 

10.1 The normal place of work for individuals who have been permitted to work from home 

on a temporary, partial or full-time basis will remain as stated in their contract of 

employment. 

11 Attendance in the Workplace by Temporary Homeworkers 

11.1 Subject always to any prevailing UK Government guidance or regulations in place 

from time to time, Temporary Homeworkers may be required to attend the workplace 

from time to time and for such period as we may in our sole discretion determine, 

where it remains lawful to do so and where it is deemed necessary and/or in the 

interests of the business for them to do so. We will, wherever possible, attempt to 

provide Temporary Homeworkers with a minimum of 48 hours’ notice of any such 

requirement or expectation for individuals but please understand that depending on 

the circumstances prevalent at the time, it might not always be possible for us to do 

this.  

12 Equipment  

12.1 We will work with individuals whenever a period of temporary homeworking is being 

contemplated and/or has been agreed in order to ensure that wherever possible they 

have adequate computer and/other equipment to enable them to do so. This may 

involve permitting employees to take property belonging to us home until such time 

as the workplace re-opens or we request that the property is returned.  

13 Disabled employees 

13.1 We will comply with our continuing duty to make reasonable adjustments in respect 

of disabled employees who are also Temporary Homeworkers. Please be aware 

however that the speed with which the Coronavirus (COVID-19) situation has 

developed means that we will have been unable to make detailed individual 

assessments in all cases prior to the decision to move people to homeworking. 

13.2 Individuals are encouraged for to speak to us at their earliest opportunity if they are 

experiencing any difficulties in connection with homeworking and/or where they 

believe that adjustments may be needed in order to permit them to do so. 

14 Expenses 

14.1 Subject always to the provision of satisfactory evidence and/or receipts Temporary 

Homeworkers will be reimbursed for the following expenses [state any agreed 

homeworking related expenses here]. All other costs and expenses incurred in 

relation to homeworking must be borne by the Temporary Homeworker and will not 

be reimbursed. 
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14.2 Temporary Homeworkers cannot claim travel expenses between home and their 

workplace as the workplace which is stated in their contract of employment remains 

'normal place of work'. 

15 Insurance 

15.1 All property provided to Temporary Homeworkers by us for use in their home will be 

covered under our insurance policy. [DELETE THIS NOTE BEFORE ISSUING – 

employers are strongly advised to check that their existing Employers Liability 

and Public liability insurance covers them in relation to homeworkers] 

15.2 Any Temporary Homeworker provided with property by us to use at home must not 

do, cause or permit any act or omission which will avoid coverage under our 

insurance policy. If in any doubt as to whether particular acts or omissions will have 

this effect, the Temporary Homeworker should contact us immediately. 

15.3 Temporary Homeworkers who hold a household/home insurance policy should notify 

their insurer of their homeworking arrangements and are responsible for ensuring 

that those arrangements do not breach any policy condition, restrictive covenant 

affecting their home address, local authority planning restriction or mortgage 

condition. 

16 General liability 

16.1 As owner/occupier of their home, the Temporary Homeworker remains responsible 

for ensuring: 

16.1.1 the safety of any visitors to the premises, as well as any other family 

members, particularly children; and 

16.1.2 that the general fabric of the home and its fixtures and fittings, including in 

any area in which the Temporary Homeworker works, are maintained in a 

safe and functional state for performance of work there; e.g. electrical sockets 

and other parts of a Temporary Homeworker’s domestic electric system are 

their sole responsibility. 

17 Confidentiality, data protection and use of our systems 

17.1 All Temporary Homeworkers must comply with their duties and obligations with 

regard to confidentiality, data protection and use of our systems and network under 

their contracts of employment and other relevant policies, including in relation to 

[insert relevant policies, e.g. data protection policy, internet, email and 

communications, information security, records retention]. 

17.2 The Temporary Homeworker is responsible for maintaining the security and 

confidentiality of any business-related resources, equipment or information to which 

the homeworker has access. In particular: 
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17.2.1 The Temporary Homeworker must take reasonable and proportionate steps 

to restrict the access of family, friends and visitors to work equipment, 

materials, documents and other data in order to: 

(a) avoid damage or loss; and 

 

(b) maintain confidentiality.  

 

17.2.2 the Temporary Homeworker must not dispose of any confidential material in 

an unsafe way and the printing out of confidential information must be kept to 

a minimum for this reason. Please contact [state name and contact details] 

for guidance on how to deal with any hard copy confidential information that 

no longer needs to be retained;  

17.2.3 the Temporary Homeworker must take reasonable care of work-related 

information and Company property when travelling to or from home. For the 

avoidance of doubt confidential information should never be left unattended 

whilst using transport of any kind and must not, under any circumstances, be 

left in vehicles overnight; and 

17.2.4 The Temporary Homeworker must ensure that their home internet and/or Wi-

Fi connection is secure, and that it is password protected. We may require 

additional online and/or communication related security measures from time 

to time. It is a condition of individuals continuing to be permitted to work from 

home that full co-operation in this respect is given at all times.  

18 Health and safety 

18.1 The Company has certain obligations under health and safety legislation which may 

require it on occasion to perform a risk assessment of the work activities carried out 

by a Temporary Homeworker. It is a strict condition of Temporary Workers being 

permitted to work from home that they co-operate in full with any such assessment 

and that where necessary (subject to reasonable notice of not less than 48 hours first 

being provided) that they provide us with access to their home. 

18.2 In the event that an accident occurs, or the Temporary Homeworker contracts 

Coronavirus (COVID-19), another illness or sustains an injury, this must be notified to 

us as soon as possible. 

19 Health and wellbeing  

19.1 If you are working from home, it is important you think about your physical and 

mental wellbeing. 

19.2 Temporary Homeworkers are encouraged to: 

19.2.1 set a work schedule for their day; 

19.2.2 set ground rules with anyone that they’re sharing space with; 
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19.2.3 schedule regular breaks and ensure that they take them;  

19.2.4 do simple workstation exercises; 

19.2.5 keep hydrated and drink plenty of water; 

19.2.6 get out of the house for fresh air during the day (for as long as UK 

Government advice still recommends this). Remember that individuals can go 

out for a walk as long as they stay a distance of two metres or more away 

from others; 

19.2.7 connect with friends/family and or colleagues over the phone or online; and  

19.2.8 switch off from work during breaks or at the end of their working day. 

20 Communication and meetings 

20.1 To minimise the potential isolation of Temporary Homeworkers and/or to allow for 

their proper supervision and management, we may require Temporary Homeworkers 

to: 

20.1.1 attend meetings; 

20.1.2 participate is regular scheduled telephone and/or online/virtual meetings; 

20.1.3 provide regular updates detailing the work and/or tasks that they are 

undertaking and/or that they have completed. 

20.2 If a Temporary Homeworker cannot attend a scheduled meeting for good reason, 

they should, wherever possible, notify the person organising the meeting in advance 

of this fact. 


