Working from Home – Health and Safety Assessment



Instructions 

It’s important that all of our employees that are working from home can do so without risks to their Health and Safety. 

Please fill in this Self-Assessment Tool which has been designed to assess your current working from home arrangements. By completing this assessment, we can determine if you need additional support. 

If you have any questions or have difficulties completing this assessment, please contact INSERT YOUR ORGANISATION’S CONTACT DETAILS HERE. 



	





	If required - Insert organisation’s logo and/or any internal document identification requirements here


























Anitech does not warrant or otherwise comment upon the suitability of the contents of this form. Anitech accepts no liability whatsoever for consequences to, or actions taken by, third parties as a result of or in reliance upon using this form. 





Your Details

	Date of Assessment:

	

	First Name:
	


	Last Name:
	


	Address:
(of where you are working at home from)
	






General (tick as appropriate)

	Is your 'working from home' setup comfortable?


	
  Yes  ☐

	If you answered NO, contact the office for assistance.

	
  No   ☐

	

	Which of these closest describes your home working environment?


	☐
	Dedicated workspace which has an office style chair and desk.

	☐
	A shared area in the house, such as a kitchen table and stool.

	☐
	I can use a number of areas in the house which have a mix of different tables and chair.

	☐
	Other (please specify)




	Do you know the name, number or other contact details of a manager or supervisor who you can get in touch with easily?


	
  Yes  ☐

	If you answered NO, contact the office for assistance.







	
  No   ☐

	



Desk Area (tick as appropriate)

	[bookmark: _GoBack]Is your workspace free of trailing electrical cables around your working area? that need to be tied up?


	
  Yes  ☐

	If you answered NO, please tidy up your cables. Regularly check your cables both under and around your desk and ensure they are neatly and free from potential damage.

	
  No   ☐

	

	Is your chair free of damage and set up correctly? I.e. Free of missing or broken components and the ability to provide lower back support. Your feet should be flat on the floor


	
  Yes  ☐

	If you answered NO, you may need to make adjustments to your chair or find a more suitable one. Contact the office for assistance. 



	
  No   ☐

	

	When sitting at your desk, does it allow you to work while avoiding slouching or raising your shoulders?


	
  Yes  ☐

	If you answered NO, adjust either the seat or desk height to allow for your shoulders to be in a neutral position.



	
  No   ☐

	

	Is your desk free of items and clutter which restrict space or stops you from working comfortably?


	
  Yes  ☐

	If you answered NO, try to remove or re-organise any items on your desk which are restricting your space. Reaching for items should not cause awkward postures such as twisting which may cause you discomfort.

	
  No   ☐

	

	







	Is there enough space underneath your desk restricting space to move and stretch your legs? 


	
  Yes  ☐

	If you answered NO, please see notes above and remove or re-organise. 

	
  No   ☐

	

	Is your workspace free of any issues relating to temperature, lighting or ventilation?


	
  Yes  ☐

	If you answered NO

Temperature: Wear clothing that is suitable for helping maintain a comfortable temperature. Warm or cold drinks and temporary heaters or fans can help.

Lighting: Reduce glare by changing the angle of your screen or shutting a curtain. If more light is needed, source a desk lamp.  

Ventilation: Open doors or windows to increase airflow or use a fan to increase air circulation.

	
  No   ☐

	




Mouse, Keyboard and Screen (tick as appropriate)

	Are your keyboard and mouse clean and within easy reach, without having to stretch or cause excessive bending of your wrists? 


	
  Yes  ☐

	If you answered NO, make sure your keyboard and mouse do not require you to reach uncomfortably. Bring them forward. Also:

Keyboard: Keep keys clean and adjust the angle of your keyboard to avoid excessive wrist bending (try and make your keyboard as flat as possible).

Mouse: Keep your mouse clean and use a mouse pad if it isn’t working well on your desk surface. Allow for small breaks to stretch your wrists. If using a laptop, consider using an external mouse rather than the track pad. 


	
  No   ☐

	

	








	Is your display screen level with your eyes so it doesn’t cause discomfort to your neck or head? (use this for multiple-monitor setups too)


	
  Yes  ☐

	If you answered NO,

Laptops: For extended use (over 2 continual hours), it is recommended that you place your laptop on a stand and use an external mouse and keyboard. 

Desktops: Move the monitor(s) so the top bezel is in line with your eyes. 



	
  No   ☐

	




Incident, Emergency and Electrical Safety (tick as appropriate)

	Are your smoke detectors in place, working and checked regularly, e.g. every month?


	
  Yes  ☐

	If you answered NO, ensure you have a suitable means for the detection of smoke/fires.

	
  No   ☐

	

	Is all electrical equipment free of showing signs of damage or excessive heat? (i.e. burns or melted plastic, frayed cords or wires) 


	
  Yes  ☐

	If you answered NO, it needs removal from use. Contact the office for assistance.

	
  No   ☐

	

	Do you have emergency arrangements in place in case of fire? (i.e. doorways not obstructed in a way which reduces your ability to exit the building)


	
  Yes  ☐

	If you answered NO, please make sure doors and hallways are keeps clear so you evacuate in a timely manner.

	
  No   ☐

	

	




	Do you have access to appropriate first aid supplies in the event of a minor incident? (i.e. cuts, scrapes, burns and bruises)


	
  Yes  ☐

	If you answered NO, it is recommended to obtain band aids and a cool pack as a minimum. Contact the office for assistance.

	
  No   ☐

	

	Are you aware of incident reporting requirements and the need to still report incidents which occur while you are working from home? 


	
  Yes  ☐

	If you answered NO, contact the office for assistance.

	
  No   ☐
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Slips/Trips/Falls and Manual Handling (tick as appropriate)


	Are floor coverings, such as carpets and rugs, secure as to avoid a slip/trip/fall?


	
  Yes  ☐

	If you answered NO, secure any surface which is causing a hazard.

	
  No   ☐

	

	Are stairways, corridors and work areas kept clear of slip/trip/fall hazards?


	
  Yes  ☐

	If you answered NO, tidy any area which is causing a hazard.

	
  No   ☐

	

	Do you handle drinks (both hot and cold) in a safe manner? (i.e. avoid spilling while carrying drinks or tipping over on your desk or electrical sources?)


	
  Yes  ☐

	If you answered NO, ensure you hold drinks securely while walking, clean spills immediately and keep drinks away from electrical outlets.

	
  No   ☐

	

	Are you handling work related materials and equipment in a safe manner?


	
  Yes  ☐

	If you answered NO, use the following key manual handling techniques:

Handling objects: Avoid excessive bending, twisting, pulling, pushing or gripping actions. Organise your work area to avoid these actions. 

Lifting objects: Keep items which you find heavy between waist and shoulder height if possible. Use standard lifting with legs not back techniques.

Sustained postures: Be sure to take regular stretch breaks to ease tensions caused by sitting in an office for extended periods. 


	
  No   ☐

	









 Completion and Sign Off

  

	Are you aware of incident reporting requirements and the need to still report incidents which occur while you are working from home? 


	
  Yes  ☐

	If you answered NO, contact the office for assistance.

	
  No   ☐

	

	Do you have questions about working from home? Please ask them here.













	Sign (or type name is cannot attach signature)
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