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WORKING FROM HOME CHECKLIST
GUIDANCE NOTE:  Please thoroughly read and update this Checklist as necessary prior to distributing to your employees to ensure it is suitable for your business. Should you require assistance, please contact Edwards HR on 0459 818 011.

IMPORTANT: This document has been prepared by Edwards HR to assist employers to create workplace documents between their business and their employees. While due care has been taken in preparing the document, no responsibility is accepted by the author for the accuracy or suitability of the information contained. All liability is expressly disclaimed for any loss or damage which may arise from any person relying on, using or acting on any information contained therein.


This checklist is to be used to conduct a self-assessment of the employee’s home work space and to action the required improvements to optimise comfort, health and safety whilst working from home.
This checklist must be read in conjunction with the Working From Home Policy and must be completed at quarterly intervals, or when your circumstances change (such as moving house or introducing new furniture).
	Employee Name:
	
	Date of Assessment:
	

	Home address:
	



	Item for Inspection
	Yes/No
	Action Required (by Employee)

	Chair

	Chair is ergonomic, comfortable, adjustable and supports my posture
	
	

	Chair adjustment mechanisms for back and seat are in good working order
	
	

	Chair is stable on the floor (does not slip or roll unintentionally)
	
	

	Armrests are adjustable to allow individual to sit a comfortable distance from the desk (if applicable) 
	
	

	Desk Space

	Desk height is sufficient to allow the individual to be comfortably seated with adequate legroom
	
	

	Monitor is directly in front of individual, approximately arm’s length distance
	
	

	Keyboard and monitor/s are symmetrically positioned in front of the individual (to avoid twisting neck/ spine) 
	
	

	The screen brightness and font size are appropriate 
	
	

	The screen is not impaired by glare or reflection
	
	

	Keyboard and mouse are external and flat on the desktop
	
	

	Desk space is sufficient
	
	

	Physical Environment

	The floor surface is safe and non-slip
	
	

	Noise levels are conducive to concentration
	
	

	Lighting is adequate for the tasks being performed
	
	

	Bright sunlight, glare and reflection can be controlled 
	
	

	Room temperature and air flow are comfortable
	
	

	There are no slip or trip hazards – eg. cables, mats, poor housekeeping etc
	
	

	Workspace is away from common household hazards such as cooktops, knives, stairs etc. 
	
	

	Work area does not involve tasks that are physically heavy or demanding
	
	

	There is dedicated childfree time to undertake work
	
	

	Electrical Equipment

	Electrical equipment is in good condition – eg. no cuts, nicks, frayed or damaged cords
	
	

	Electrical outlets are used appropriately – eg. power boards are not overloaded and have individual switches where possible etc
	
	

	Emergency Equipment

	There are working smoke alarms
	
	

	There is a fully stocked first aid kit
	
	

	There is a fire extinguisher
	
	

	Emergency phone numbers are easily accessible
	
	

	There is a designated emergency exit route from the home workspace area and members of the household know to keep it clear at all times 
	
	

	Photograph of Workspace

	Photograph of home workspace attached
	      Yes 
	(Please tick)

	Date of Next Assessment: 
	



EMPLOYEE ACKNOWLEDGEMENT: 
	
I, _______________________________ (name), declare that the information contained in this 
self-assessment is complete and correct, and I agree to implement the actions noted.

	Signature:
	Date: 



MANAGING DIRECTOR REVIEW & APPROVAL:  
	Review Comments

	

	Signature: 
	Date:
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