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Health & safety working from home checklist


When working from home, whether using a desktop PC, laptop or with paper-based activities, then the work is generally ‘low-risk’.  

This checklist provides information on what measures you should try and put into place as far as you reasonably can to minimise any potential for problems when working from home.  

NB: if taking a laptop home then take your desktop keyboard and mouse, if you have such items.

	Home working environment

	Ensure there is space enough to allow you to work in a safe manner.
Organise immediate area to allow for adequate workspace.

	Ensure the work area is free from ‘trip’ hazards e.g. trailing cables, bags, books etc.
Secure cables and store essential items appropriately.

	Ensure the level of lighting and ventilation is adequate.
Set up work space using both artificial and natural light, with access to fresh air when required.



	Chair 

	Try and set the chair so that you can access to the table/desk and forearms are supported if possible.


	Try and use a chair that allows you to sit upright with your back supported.
Ensure chair is close enough to table/desk.

	Whilst seated at the table/desk try and sit with your feet on the floor or on a foot rest
 



	Table/desk

	Arrange your space to allow for ease of access to documents etc.
Remove unnecessary items to allow for ease of working.

	Ensure that there is adequate legroom available under the table/desk.
Remove any unnecessary objects to allow for movement of legs.



	Display screen equipment, mouse and keyboard

	Position the desktop/laptop directly in front of you.
Readjust desktop/ laptop to allow for working straight on and not sitting at an angle or twisting.

	Try and use a separate screen, if at all possible, so that your eye line level with the top of the screen.
Raise/lower screen accordingly., but if a separate screen is not available take more regular breaks and exercise/stretch your neck and shoulders 

	Ensure the desktop/laptop screen is free from unwanted glare and reflections.
Readjust position of desktop/laptop to remove potential for glare.

	Ensure the screen at a suitable distance from your eyes.
Bring forward or push back monitor to allow for ease of focussing. 

	Try to keep your wrists and hands level whilst using the keyboard.


	Try to keep your elbows lower than your wrists and under your shoulders
Bring keyboard forward so it is nearer to the edge of the table/desk

	



	
	

	Miscellaneous 

	Take regular breaks from computer work.
Rotate work activities e.g. inputting and paperwork etc., stretch the legs

	If you experience any discomfort related to the use of a desktop/laptop at home report this to your line manager






General tips 

1. Map out a home office

Whilst working from home for an extended period, you will ideally need more space than just your kitchen worktop! Try to ‘carve out’ a dedicated work area if possible that is free from distraction and offers a degree of privacy. Also, be sure to consider whether the chair and desk you will be working from are comfortable enough to use for extended periods. 

2. Check the IT advice

Make sure you have the correct power leads and adapters for your devices, and if you have access to other computer accessories (a mouse and keyboard, for example) to make navigating your laptop easier then use them. Check the IT web pages for advice about how to set up and use some software on your computer when you are outside the office and the rules/instructions on using your own PC or other devices for accessing work systems. Be sure to learn how to access the University’s systems as well as your work email account.

3. Keep in touch with co-workers

When you are working from home, all of the brief conversations that normally happen in the kitchenette or after a meeting disappear. That means it is even more important to make the extra effort to keep your colleagues looped in about your progress on assignments and your schedule in general. Be sure to connect with co-workers frequently by email, Microsoft Teams, phone, video chat or web chat. That means having an up-to-date contact list on hand, in case you have trouble accessing the network or email from home.

4. Stick to a schedule

Keeping a daily routine really matters when your office also is your home. Without one, it can be easy to get distracted by your surroundings. Establish one or two steps that signal you are about to start your workday - such as brewing a fresh pot of tea or turning off the morning TV news. Schedule and time your work breaks to make sure they do not take over your day. It is also important to have a routine to signal your workday has ended, such as shutting down any computer programs you use for work or maybe going for a short walk.
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