
Home Office Safety Checklist 

Department: 

A. HOME OFFICE SET-UP YES NO ACTION REQUIRED/COMMENTS 

Ergonomics 

• Do you understand how to apply basic ergonomic
principles?

• Is your home office workstation set-up based on ergonomic
principles and best practices?

• Do you have adequate lighting for your workstation?

Home Office Condition 
• Are all designated work areas at home free of slip, tripping and

falling hazards?
• Are the power bars/cords and receptacles in good condition?

B. WORKING ALONE YES NO ACTION REQUIRED/COMMENTS 

• Are you familiar with working from home/remotely?

• Do you understand how to manage/safeguard information while
working from home?

C. EMERGENCY PREPAREDNESS AND RESPONSE YES NO ACTION REQUIRED/COMMENTS 

Emergency Preparedness and Response 

• Do you have/understand your Emergency Preparedness and
Response procedure at home (including evacuation and shelter-
in-place)?

• Are your entrances/exits, corridors, passageways, and aisles
clear and unobstructed?

D. MENTAL HEALTH CONSIDERATION YES NO ACTION REQUIRED/COMMENTS 

• Do you have access to mental health resources?

NOTE: Additional safety tips on working from home can be found here 

    I have read and understand these working alone procedures and tip sheet. 

Signature of Employee Name of Employee (PRINT) Date (yyyy/mm/dd) 

Signature of Supervisor Name of Supervisor (PRINT) Date (yyyy/mm/dd) 

March 2020 

The Employee 
• completes all parts of the checklist and retains a copy
• emails the completed checklist to the Supervisor

The Supervisor 
• signs and retains a file copy

https://work.alberta.ca/elearning/ergonomics/data/ergonomics.html
https://work.alberta.ca/elearning/ergonomics/data/ergonomics.html
http://www.psc.alberta.ca/health/ohsprogmanual/hazard-mgmt/you-and-your-workstation.pdf
http://www.psc.alberta.ca/health/ohsprogmanual/hazard-mgmt/you-and-your-workstation.pdf
https://vimeopro.com/user65099910/introduction-to-working-remotely
https://myaps.alberta.ca/Pages/ConnectorNow/How-to-safeguard-information-while-working-from-home.aspx?utm_source=newsletter&utm_medium=Roundup&utm_campaign=ConnectorNow_March27_2020
https://myaps.alberta.ca/Pages/ConnectorNow/How-to-safeguard-information-while-working-from-home.aspx?utm_source=newsletter&utm_medium=Roundup&utm_campaign=ConnectorNow_March27_2020
http://www.aema.alberta.ca/documents/shelter-in-place-2017.pdf
http://www.aema.alberta.ca/documents/shelter-in-place-2017.pdf
http://www.aema.alberta.ca/documents/shelter-in-place-2017.pdf
https://myaps.alberta.ca/Pages/My-HR/Health-Management-Wellness/Employee-and-Family-Assistance-Program.aspx
https://www.ccohs.ca/oshanswers/hsprograms/telework.html
https://www.ccohs.ca/oshanswers/hsprograms/telework.html

	Department: [ Choose a department...]
	Check Box4: Off
	Text9: 
	Check Box5: Off
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	Check Box12: Off
	Check Box16: Off
	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text10: 
	Name of Employee  PRINT: 
	Name of Supervisor PRINT: 
	Date11_af_date: 
	Date12_af_date: 
	Check Box3: Off
	Check Box18: Off
	Check Box1: Off
	Check Box7: Off
	Check Box2: Off
	Check Box6: Off
	Check Box11: Off
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off
	Check Box17: Off
	Check Box19: Off
	Check Box20: Off


