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23 June 2020 

Human Resource Advice 06-20 

COVID-19 Homeworking Issues – Employer Checklist 

Purpose 

Councils are already ensuring that employees’ health, safety, and wellbeing is 

supported while working at home during the response to the COVID-19 pandemic. 

This guidance provides a checklist to consider in supporting temporary homeworking 

while Government advice remains that people should work from home if they can. 

Councils are encouraged to review arrangements on a regular basis through the 

Covid-19 recovery period as the initial instruction by Government for homeworking 

has become prolonged. 

Working Pattern 

Some people may be able to adopt the same work pattern at home as in their normal 

workplace. For many 'business as usual' may not always be possible. This should be 

kept under review, particularly as the period of temporary homeworking has become 

extended. 

Points to consider 

• Hours of work.  

• Flexibility for start and finishing times. 

• Managing working time at home, while meeting work requirements. 

• Legally required rest breaks: 
o At least 20 minutes break during each working day lasting more than 6 

hours. 
o Time period between stopping work one day and beginning the next is 

not less than 11 hours. 
o Have at least one complete day each week when no work is done. 

• Added pressure of having to deal with the potentially conflicting demands of 
work and looking after children or other dependants. This may have to be 
reviewed as schools partially reopen. 
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It may be helpful to have a realistic discussion and agreement about what work can 

be undertaken and achieved. This should take account of the additional constraints 

and demands of working in the home and with family present. 

Support for Managers 

Managers may require guidance and support about how to manage their teams 

when homeworking. It may be helpful, for example, to consider how workload and 

output will be agreed and monitored appropriately during remote working. Support 

may also be needed on how best to ensure regular communication with employees 

and teams. 

Contact with Work 

Agree a schedule for updates and, or, team meetings using appropriate and 

available technology.  

Regular contact will be important so that employees do not experience feelings of 

isolation because of working at home. 

Sickness 

The employee will need to be aware of sickness reporting arrangements. 

Health & Safety 

Workers and line mangers have a shared responsibility to ensure health and safety 

requirements are met while working at home.  

Publicise internal or publicly available advice about this. For example, see the Health 

and Safety Executive (HSE) advice on working at home and the use of Display 

Screen Equipment (DSE), laptop devices and workstation set-up. 

Consider whether risk assessments are required. This includes if circumstances 

change, for example, where a temporary arrangement becomes more permanent. 

Consider whether advice about managing screen-time and proper breaks from work 

is required or should be reviewed.  

Employees should follow the usual reporting procedures for any work-related 

accidents that occur in their home. 

Wellbeing 

In addition to normal health & safety interventions it may be helpful to consider 

wellbeing initiatives that are relevant to homeworking. Some employees may benefit 

from wellbeing initiatives that would help with feelings of isolation or anxiety likely to 

be experienced as a result of coronavirus “lockdown”.  
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Equality Act and Reasonable Adjustments 

Line managers should discuss whether any reasonable adjustments to 

accommodate a disability are required. This should be reviewed regularly as the 

period of temporary homeworking extends.  

Equipment and Materials 

As the period of temporary homeworking has become extended the equipment and 

materials required to sustain it may have to be reviewed. This may have to be 

revisited if the nature of homeworking changes in a recovery phase.  

Any employee who believes they require support with equipment or materials should 

discuss this with their line manager to identify whether support can be provided.  

Clear communications should be in place so that all employees know how to request 

equipment and IT or other technical support. 

Telephone and Internet Accounts 

Clear communications should be in place so that all employees know how to request 

support for additional costs related to telephone or internet connection and what 

alternative support may be available.  

Security 

Employees who work from home should know that they are responsible for keeping 

all information associated with the organisation secure at all times.  

This includes being under a duty to: 

• Maintain service user confidentiality 

• Carry out sensitive conversations in confidence. 

• Store confidential files (paper or electronic) securely and use agreed methods of 
encryption. 

• Comply with password policies for work computer / system / homeworking portals 
(etc.) and any other digital devices. 

Employees should be aware of the councils’ policy on use of computers or other 

equipment for personal purposes or by family or household members. 

Insurance 

Employees should check with their home and contents insurance providers that they 

have cover for work from home.  
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Mortgage or Rental Agreements 

Employees should check mortgage or rental agreements to ensure they are 

permitted to work from home and that they obtain any permissions necessary to 

work from home. 

Other Expenses 

If an employee encounters non-trivial additional costs in order to work at home this 

should be raised with line management before incurring the cost. Employees and 

their manager should be clear on the council’s expenses policy. This includes what 

expenses may be claimed for, the approval process, and how and when to make 

claims.  

Also refer to Appendix 1. 

Surveying and Consultation 

In the interests of ensuring and maintaining employee engagement it is good 

practice to survey employees about their experiences, concerns and expectations for 

homeworking. This may be particularly useful if temporary homeworking is extended, 

or to inform the development or review of a permanent homeworking policy. 

Councils seeking ideas about how to conduct such a survey may contact the COSLA 

Employers’ Team for examples.  

In-House Professional Advice and Support 

Employees and their managers should be aware of the range of in-house sources of 

professional advice and support that they can continue to access while working from 

home. Examples include; Health & Safety, Human Resources, Occupational Health 

Services and recognised Trade Unions.  

Permanent Homeworking Arrangements 

This checklist covers the temporary arrangements required because of the response 

to the COVID-19 pandemic. Councils that are considering more permanent flexible 

working arrangements will wish to agree these through their normal consultation and 

negotiation mechanisms with employees and their representatives.  

Advice about any contractual changes, equipment, costs, insurance and so on 

associated with a permanent change are beyond the scope of this checklist. 

    

COSLA Employers Team, SPDS, and 

SOLACE 

employers@cosla.gov.uk  
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SJC Joint Secretaries 

Johanna Baxter, UNISON 

Wendy Dunsmore, UNITE 

Drew Duffy, GMB 

Jane O’Donnell, COSLA  
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Appendix 1 

Claiming Tax Relief on Working from Home Expenses 

This is a reduction in taxable pay of £6 per week. This means:  

a) you need to be paying tax (which for most people means earning over 

£12,500 per year) and  

b) the actual additional amount most employee would receive is £1.26 per week. 

The information below is from the Martin Lewis money saving expert website with 

amended figures for Scottish taxpayers. It covers claiming tax relief on £6 per week 

(worth £1.26/week at 21% tax, £2.46/week at higher rate).   

How to claim the tax relief 

If you normally do a self-assessment form, you can claim on it. Yet for most people, 

this will simply require filling in a P87 form. This can be done online (requires you to 

have or set up a Government Gateway user ID) or by post 

https://www.gov.uk/guidance/claim-income-tax-relief-for-your-employment-expenses-

p87  

You will be asked for your employer's name and PAYE reference, and your job title. 

For postal P87s, you'll also need your national insurance number. If you don’t know 

your number, it is likely to be shown on your payslip. 

In the online form, there are two boxes: 

1. Amount paid by you. HMRC has stated that provided you've had increased 

costs, just put a total amount that's equivalent to £6 per week for the period 

you've been working from home and that's fine, you won't need to show 

receipts. 

2. Amount paid to you by your employer'. If your employer hasn't paid you a 

working from home allowance or reimbursed your homeworking expenses, 

just put £0. 

If you're claiming through the postal form, you'll need to add a 'Using your home as 

an office' expense manually in the 'Other expenses' section. 

You can claim retrospectively on expenses you have had. So, if you're only at home 

due to coronavirus, it might be best to wait until you're back at work (or a few months 

anyway) then make the whole claim at once. Your tax code will likely be adjusted so 

you pay less tax over the year, as opposed to you getting a direct refund. 

Once you've submitted the claim, if you do it online you may hear back within a 

couple of weeks. However, obviously if HMRC is under pressure it may take longer. 

Note that HMRC may expect you to continue to submit self-assessment forms for 

future tax periods. 


