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HOME WORKING CHECKLIST TO BE COMPLETED BY THE MANAGER. 
This checklist is to enable managers to assess the feasibility of a home working 

arrangement and maintain consistency of decision making across all Trust services.
Employee’s Name:…………………………………………………………………... 
Date of request:……………………………………………………………………... 
	Individual Qualities
	Yes
	No
	Comment

	Able to complete work using initiative and within established guidelines
	
	
	

	Able to cope with the social isolation of home working and are self reliant.
	
	
	

	Possess self motivation and self direction to meet deadlines.
	
	
	

	Able to manage their time effectively.


	
	
	

	Able to work without direct supervision.


	
	
	

	Able to communicate well by telephone and in writing.
	
	
	

	Adequate family support for home working

	
	
	

	Decision: Are you satisfied that the individual meets the criteria to be allowed home working
	
	
	

	Job & Function issues
	Yes
	No
	Comment

	Can the function of the job be provided from home without detriment to the overall service
	
	
	

	Will home working will have an impact on other team members, if so, have they been consulted?
	
	
	

	If so, have their views been taken into account?


	
	
	

	Equipment Required
	Yes
	No
	Comment

	Computer or Laptop / Printer


	
	
	

	Desk / Chair


	
	
	

	Telephone / Mobile phone / broadband


	
	
	

	Lighting


	
	
	

	Process
	Yes
	No
	Comment

	Received a written request for home working.


	
	
	

	Positive decision made. Has this been put in writing, including any conditions?
	
	
	

	Negative decision made. Has this been put in writing within 30 days of request?
	
	
	

	Are staff aware of individual responsibilities; Insurance, PAT testing, IT, Security , H & S, 
	
	
	

	Has a home assessment been carried out?


	
	
	


Department:…………………………………Manager’s Name:……………………………………………
Manager’s Signature:……………………………………Date:…………………………………
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