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An employee’s health and safety while working remotely (aka. teleworking) at home. 

An employee working remotely should maintain a separate, designated work area at home.  A photograph of the work space should accompany related paperwork documenting the remote work agreements between the employee and the employer

During work hours, and while performing work functions in the designated “work area,” remote workers are covered by their employer’s worker’s compensation insurance.  Any accident occurring outside this area shall be the responsibility of the employee.

Environmental Checklist

Location
· The workspace is away from noise, distractions, and is devoted to your work needs.
· Workspace accommodates workstation, equipment, and related materials.

Security
· Work materials and equipment are in a secure place that can be protected from theft, damage or misuse.
· Security requirements are in place to protect confidentiality and security of state information and computer systems.

Electrical
· Sufficient electrical outlets are accessible.
· All outlets are covered and in working order (Caution: Do not overload outlets; make sure they can handle the load; if necessary, call your electrician to verify outlet electrical circuit capacity).
· Equipment is fitted with grounding adapters, surge protectors, and overload fuses
· All grounding adapters and power strips/surge protectors that are being used are Underwriters Laboratory approved.
· Equipment is placed close to electrical outlets.
· Electrical cords/wires are placed so that there are no tripping hazards.

Fire Protection
· There is a working smoke detector in close proximity to the workspace.
· A home multi-purpose fire extinguisher, which you know how to use, is readily available.
· There is an up-to-date evacuation plan in the event of an emergency such as fire.
		
 




Housekeeping
· The work area is clean and orderly.
· Aisles and doorways are free of obstructions.
· All spilled materials or liquids are cleaned up immediately.
· Combustible scrap, debris, and waste is stored safely and removed from the worksite promptly.
· File cabinets are arranged so drawers do not open into walkways.
· Carpets are well secured to the floor, and free of tripping hazards.

Means of Exit
· There are enough exits to allow prompt escape.
· Employee has easy access to exits.

Materials Handling and Storage
· Employee has access to a locking file cabinet for storage of confidential work materials.
· Methods for disposal of confidential information have been discussed and arranged for.
· Methods have been established and agreed to for transporting confidential files and information both physically and electronically.
· There is adequate clearance allowed in aisles where materials must be moved.
· Tiered materials are stacked, interlocked, locked, and limited in height to maintain stability.         
· Storage areas are kept free of tripping, fire, explosion, and pest hazards.

Standard Computer Desk
· Desk surface should be at a height that allows the employee to write without extreme bending over or lifting of the arms and shoulders.
· Desk is able to support the weight of computer equipment and related support materials.  

Keyboard
· Keyboard height should allow the employee to type and mouse with arms at 90 degree or greater angle without lifting shoulders and allow for straight wrists (wrist rest for keyboard and mouse is recommended).

Computer Screen
· Screen is about an arm’s length from the eyes and tilted back 0 – 20 degrees from user’s eyes.
· Top of viewing screen is at or below the user’s eye level.
· Images on screen are sharp, easy to read, and there is no glare on the screen face.
· Screen contrast and brightness are adjusted for the best reading of typed characters on screen.

Other:
· Remote work arrangements can create the same liabilities for employers as any office.  In the case of injury occurring during established work hours and within the work area, the employee shall immediately report the injury to the supervisor.
· Remote work constitutes a business use of the employee’s home. It is the employee’s responsibility to address any insurance issues which might arise due to a remote work agreement.  Any increase in insurance or other remote work-related costs are the responsibility of the employee, not the employer. 


Acknowledgment:

By signing below, I certify that I have read and that I understand this document. I certify that my workspace meets the conditions set forth above, or that I will make improvements so as to meet those conditions. I further certify that such improvements are my own responsibility and I acknowledge understanding that I am responsible if any injury occurs to me while I am not performing work for my employer. 


_____________________________________	Date: ________________________
Employee’s Signature

_____________________________________
Employee’s name printed



By signing below, I certify that I have reviewed any safety concerns with the employee and the employee agrees to correct the unsafe condition or accept liability for any injury or property damage that may occur.

_____________________________________                             	Date: ______________
Supervisor’s Signature

_____________________________________
Supervisor’s name printed



