
Remote Workers Policy

On occasions staff will be required to or elect to work from a client site, home or other location.  In order to manage our WHS obligations for staff working in a place other than at our Office the following requirements must be met.

Workers regardless of where they are working must comply with all company Health and Safety obligations, responsibilities and requirements.

Staff must ensure they have read both the WHS Policy Statement and have completed and returned the Remote Worker WHS Checklist.

Where hazards are safety concerns are identified during the completion of the checklist, these items must be specifically raised with the xxxxxxx (position title).  Follow-up discussions, photographic evidence and other measures may be required to ensure an accurate assessment of the safety of the remote workplace can be obtained.

Where worker is working from home or another location outside of the main office for a period of greater than 3 months, this checklist must be completed at least twice yearly.
Please note: The Remote Worker checklist below is very detailed and will cover off some areas which are not necessarily a WHS or legal requirement to have at home, but more for company information.  
Your prompt return of this form is essential and be no later than DATE.
Please read and sign below.
I _______________________________________ recognise that working in a remote location requires this checklist to be complete and up to date. I recognise that I am responsible in upholding safety practices when working away from my normal work location and will work with the company to ensure this is achieved.
Signature:       
_____________________________________________________                            

Date:

___________________________

	Workplace Details

	Employee Name:  

	Remote Work Location (Address):  

	Date:  

	Contact numbers: Home:                                                                       Mobile:


General Checklist

	General Requirements
	Yes, No, N/A
	Comments

	I have a dedicated workspace/home office with sufficient space for a laptop/computer and room for notepads or files
	
	

	I have a suitable chair or a chair with sufficient back support
	
	

	I have a basic first aid kit available

	
	

	I have working smoke detectors in my home

	
	

	I have sufficient lighting, heating/cooling to work effectively
	
	


	WH&S Requirement
	Y N N/A
	Comments / Corrective Actions
	Completed

(date/person)

	1.0 Health and Safety Systems 

	1.1 I have set up my computer at home and attempted to remotely access the office
	
	
	

	2.0 Work Environment

	2.1 Floors and walkways clear of clutter and trip hazards, such as trailing electrical cords
	
	
	

	2.2 Work area is segregated from other hazards in the home eg. Hot cooking surfaces in the kitchen
	
	
	

	2.3 Lighting – work is easy to see and comfortable, glare and reflection are controlled
	
	
	

	2.4 Noise is minimal and non-disruptive
	
	
	

	2.5 Temperature can be controlled and is comfortable
	
	
	

	3.0 Work Area

	3.1 Chair is adjustable to get correct height, back rest adjustable for lumbar support and is sturdy
	
	
	

	3.2 Feet flat on floor or footrest in use, knees bent not above hips
	
	
	

	3.3 Seat height is adjusted so that arms and forearms are at right angles or slightly greater and forearms and hands form straight lines when resting on the keyboard.
	
	
	

	3.4 Sufficient leg space under desk
	
	
	

	3.5 Chair has 5 star base for stability
	
	
	

	3.6 Desk has sufficient space for equipment required for the task, eg. Phone, document holder, printer
	
	
	

	4.0 Computer and Peripheries

	4.1 Monitor height is adjusted so top of screen is at or slightly above eye level
	
	
	

	4.2 Screen directly in front and about an arm’s length away
	
	
	

	4.3 Minimise glare – screen angled away from window
	
	
	

	4.4 Keyboard positioned directly in front, distance allows user to relax shoulders with elbows close to body
	
	
	

	4.5 Mouse is at same vertical level as keyboard, and placed directly next to keyboard
	
	
	

	

	5.0 Laptop computer

	5.1 Is a docking station or other setup used to ensure screen height is approximately at eye level
	
	
	

	5.2 External keyboard and mouse available if laptop is used for greater than 1 hour at a time
	
	
	

	6.0 Electrical Safety

	6.1 Safe and neat storage of cables/ cords/ phone lines
	
	
	

	6.2 Power outlets are not overloaded with boards and double adaptors
	
	
	

	6.3 Connectors, plugs and sockets are in safe working order
	
	
	

	6.4 Electrical equipment is free from any obvious external damage 
	
	
	

	6.5 RCD, power boards with safety switch present and in use
	
	
	

	6.6 No observed broken plugs, sockets, switches
	
	
	

	6.7 No observed frayed or defective leads
	
	
	

	6.8 General electrical equipment in good condition
	
	
	

	7.0 Safety

	7.1 Security is sufficient to prevent unauthorized entry
	
	
	

	7.2 A communications procedure is established to ensure regular contact between employee and manager
	
	
	

	7.3 The work area contains a first aid kit
	
	
	

	7.4 A fire extinguisher is readily available in case of small fires
	
	
	

	8.0 Ergonomics

	8.1 Wrists are kept straight and not supported on any surface while typing 
	
	
	

	8.2 Sitting posture is upright or slightly reclined, with lower back supported
	
	
	

	8.3 From being seated the phone is within easy reach, and easily handled (eg. No cradling between shoulder and ear) 
	
	
	

	8.4 Regular postural/ stretching breaks are taken to reduce intense periods of repetitive movement. 
	
	
	

	8.5 Breaks should be taken after every 30 minutes, standing at least once per hour.
	
	
	

	9.0 Other

	9.1 Carer arrangements are in place during the employees ordinary hours
	
	
	

	9.2 The employees fitness and health is suitable for the tasks undertaken
	
	
	

	9.3 A process is in place for prompt reporting of incidents
	
	
	


	Any other comments
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