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REMOTE & HYBRID WORKING
Homeworking Equipment Agreement
Homeworking  |  White Cube Consulting

	ORGANISATION
	[Organisation Name]

	FORM REFERENCE
	Version 1.0

	AGREEMENT DATE
	[Date]

	REVIEW DATE
	[Date]



This agreement records the equipment provided by the organisation for homeworking and the terms on which it is provided. It should be completed and signed by the employee and the organisation, with a copy retained on the employee's file. It should be read alongside the Hybrid and Remote Working Policy and the IT Acceptable Use Policy.
SECTION 01
Employee Details

	EMPLOYEE NAME
	[Full Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT
	[Department]

	LINE MANAGER
	[Name]

	HOMEWORKING ADDRESS
	[Address where equipment will be kept/used]


SECTION 02
Equipment Provided

The following equipment remains the property of [Organisation Name] and is provided on loan for the purpose of carrying out the employee's duties:
	ITEM
	MAKE / MODEL / DESCRIPTION
	SERIAL / ASSET NO.
	CONDITION ISSUED
	DATE ISSUED

	Laptop / computer
	[Details]
	[Serial]
	[New / Good]
	[Date]

	Monitor
	[Details]
	[Serial]
	[ ]
	[Date]

	Keyboard & mouse
	[Details]
	[ ]
	[ ]
	[Date]

	Headset
	[Details]
	[ ]
	[ ]
	[Date]

	Mobile phone
	[Details]
	[Serial]
	[ ]
	[Date]

	Chair / desk
	[Details]
	[ ]
	[ ]
	[Date]

	Other
	[Details]
	[ ]
	[ ]
	[Date]


SECTION 03
Terms and Responsibilities

•   The equipment remains the property of the organisation at all times and is provided for business use. [Reasonable personal use may be permitted in line with the IT Acceptable Use Policy.]
•   The employee will take reasonable care of the equipment, keep it secure, and use it only in accordance with organisation policies and the manufacturer's instructions.
•   The employee will not modify, repair, load unauthorised software onto, or allow others to use the equipment.
•   The employee will report any loss, theft, damage or fault promptly to [IT / line manager].
•   The equipment must be kept secure and, where portable, not left visible or unattended in vehicles or public places.
•   The organisation is responsible for maintenance, servicing and insurance of the equipment [confirm position]. The employee should check whether homeworking affects their home or contents insurance.
•   Loss or theft should also be reported to the police where appropriate and a crime reference number obtained.

SECTION 04
Data Security and Confidentiality

The employee will follow the IT Acceptable Use Policy and Data Protection (GDPR) Policy, keep information and devices secure, use approved systems and secure networks, and ensure that confidential information cannot be seen or heard by others in the home. Devices must be locked when unattended.
SECTION 05
Health, Safety and DSE

The employee is responsible for setting up a safe workstation and will complete a display screen equipment (DSE) self-assessment, raising any concerns with their manager. The organisation will consider reasonable adjustments and any additional equipment needed to work safely.


SECTION 06
Return of Equipment

The employee will return all equipment in good working order (fair wear and tear excepted) on request, or by their last day of employment. The organisation may recover the cost of equipment that is not returned or is damaged through misuse or negligence, subject to a lawful basis for any deduction.
	ITEM
	MAKE / MODEL / DESCRIPTION
	SERIAL / ASSET NO.
	CONDITION RETURNED
	DATE RETURNED

	Laptop / computer
	[Details]
	[Serial]
	[New / Good]
	[Date]

	Monitor
	[Details]
	[Serial]
	[ ]
	[Date]

	Keyboard & mouse
	[Details]
	[ ]
	[ ]
	[Date]

	Headset
	[Details]
	[ ]
	[ ]
	[Date]

	Mobile phone
	[Details]
	[Serial]
	[ ]
	[Date]

	Chair / desk
	[Details]
	[ ]
	[ ]
	[Date]

	Other
	[Details]
	[ ]
	[ ]
	[Date]



Reminder that equipment includes any:
· Chargers 
· Docking stations 
· Cables 
· Adapters 
· Software licences
· Security tokens etc.

SECTION 07
Declaration

I confirm that I have received the equipment listed above and agree to the terms set out in this agreement.
	EMPLOYEE SIGNATURE
	[Signature]

	DATE
	[Date]

	ON BEHALF OF ORGANISATION
	[Name and Signature]

	DATE 
	[Date]
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