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Flexible Work Arrangements Program 
Remote Workspace 

Health and Safety & Ergonomic Checklist 

Date: 
Employee Name: 
Faculty/Department: 
E-mail address:
Supervisor’s Name: 

As articulated in the Flexible Work Arrangements Program Guidelines, the Employee’s remote 
workspace is considered an extension of the University’s workplace and therefore will be subject to and 
governed by the Ontario Occupational Health & Safety Act and applicable regulations. 

Employees are responsible for ensuring compliance with health and safety standards and regulations 
while working remotely, including ensuring that their workspace set-up is safe and ergonomically sound. 

Please complete and submit this checklist to your supervisor along with the Flexible Work Arrangements 
Request Form. This checklist has been designed to identify any areas that may need to be addressed 
before the start of a remote work arrangement.  

PART 1 – Remote Office Health & Safety Checklist 

Should any of the items listed below don’t apply to your circumstances please add N/A in the “no” 
column. 

Work Environment Yes No 
Do you have a dedicated remote workspace that will allow you to focus on 
tasks free of distractions and provide physical separation from work and 
home life? 
Is your remote workspace free of trip, slip, and fall hazards (i.e., cords, loose 
tiles, torn or ripped carpets, etc.)? 
If you have stairs, are the stairs clear and unobstructed? If there are more 
than three steps, do they have handrails?  
Are electrical cords/power bars in good condition and have surge protection? 
If extension cords are used, are they CSA approved and grounded by three 
prongs? 
Is there an adequate number of receptors (no overloaded outlets or surge 
bars)? 
Are receptacle plates in good operating condition (i.e., no cracks, not broken, 
no evidence that suggests potential shortages)? 
Is there sufficient ventilation and room around any electrical equipment? 
Is the furniture that you are using in safe operating condition (i.e., free from 
sharp edges)? 
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Work Environment Yes No 
Are materials safely stored to avoid overloading/tipping, shelves are secured, 
and no heavy objects stored above shoulder height? 
Does your remote workstation meet ergonomic standards (refer to Part 2 
Ergonomics Checklist)? 
Are the temperature, noise, lighting, and ventilation levels adequate for 
maintaining your normal job performance? 

Work Practices Yes No 
Have you advised the University of any personal safety concerns/issues 
related to working remotely? (If not applicable, enter N/A in the yes column)
Have you put in place measures to ensure personal safety, prevent theft of 
University property, and prevent access to sensitive material to non-
authorized individuals (i.e., locked file cabinets, secure doors, and windows)? 

Emergency Procedures Yes No 
Do you have a first aid kit that is stocked and inspected periodically? 
Is there a functional smoke detector and carbon monoxide detector in your 
remote workplace that is tested, and batteries changed every 6 months? 
Is there a functional and accessible fire extinguisher in your remote 
workplace? 
Are there clear, unobstructed exit routes in the remote workplace? 
Are the walking and working areas well lit with minimal glare? 
Do you have an evacuation plan in case of an emergency? 
Are emergency numbers easily accessible? 
Have you provided your supervisor with emergency contact information? 

Reporting Incidents and Accidents Yes No 
Are you aware of your responsibility to report any work-related incidents or 
accidents to your supervisor as soon as reasonably possible? 
Do you acknowledge that the University’s Health & Safety Office may need to 
perform an investigation in the event of a work-related incident/accident? 

Liability and Insurance Yes No 
Have you notified your home insurance company that you will be working 
from home? 
Do you acknowledge that the University will not be responsible for injuries 
incurred by others in your remote work location?  
Do you acknowledge that the University will not be responsible for damage to 
individual property or space associated with remote work? 
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Comments 
Please include comments to explain any of the items that you have identified as “no” in the checklist 
and any emerging key actions. 

Part 2 – Ergonomics Checklist 

Use this checklist to review your remote workspace and to help you identify modifications that you may 
need to make to ensure that your workspace is ergonomically sound. For more information, please refer 
to the ergonomics infographics found in Appendix A. 

Ergonomics Best Practices Yes No If No, Suggested Actions 
When seating, are your feet flat on the floor 
or a footrest? Are your hips slightly higher 
than your knees, with thighs horizontal to the 
floor? 

Try different adjustments on your chair to 
meet this standard. 

Purchase a footrest or use a box or stack of 
books for foot and leg support. 

Does your chair have adjustable lumbar 
support? 

Purchase chair support accessories to ensure 
support to the back or use a pillow in your 
lower back to give you lumbar support. 

If your chair has lumbar support, sit back in 
the chair, and adjust the lumbar support. 

If your chair has armrests, do the armrests 
allow you to get close to your workstation? 

Adjust or remove armrests. 

Are your shoulders in a relaxed position while 
sitting? 

Adjust armrests, the height of the chair, and 
or height/position of the keyboard. 

When working, are your forearms parallel to 
the floor?  

Avoid resting elbows, forearms, and wrists on 
the edge of your desk. Make necessary 
adjustments.  

When using the keyboard or mouse, are your 
elbows close to the body, your forearms 
parallel with the floor, and your upper arms 
relaxed?  

Raise or lower keyboard/mouse or 
raise/lower your chair. 

Is the top of your monitor at eye level or just 
below eye level? 

Adjust the monitor to the proper height (i.e., 
add books or purchase a monitor riser), or 
adjust the chair to the proper height 

Is your monitor directly in front of you, not in 
a position where you must turn your head to 
view your monitor at full capacity?  

Re-organize your desk set up if necessary. 
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Ergonomics Best Practices Yes No If No, Suggested Actions 
Is the text and visuals on your monitor easy to 
read and clearly displayed, with no blurred 
visuals? 

Adjust font size, adjust display resolution. 

Is your computer screen free from noticeable 
glare at all times of the day? 

Adjust window blinds, turn on/off room 
lights, adjust the contrast settings of your 
monitor. 

Do you have appropriate lighting for 
reading/writing? 

Add a desk lamp. 

Is there a space to rest your arms when not 
keyboarding? 

Use the chair armrests for support or use the 
desk to provide support. 

Are frequently used items within easy reach? Re-arrange your desk if necessary. 
If you are using a phone or in virtual meetings 
regularly, do you have earphones or a headset 
to avoid neck or shoulder deviation? 

Purchase headset or earphones 

If you are using a laptop for a prolonged 
period, do you use a full-size external mouse 
and keyboard? 

Purchase a mouse and keyboard that plugs 
into your laptop. 

Please list any key actions that you will take to address any of the ergonomics best practices that you 
have assessed as “no” and timelines. 

Employee Signature (type name) Date 
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Part 3 - To be completed by the immediate supervisor (after the approval of a remote work 
arrangement) 

I have reviewed the checklist with the employee and have identified the following key actions that need 
to be addressed before the start of the approved remote work arrangement.  

Key Actions that need to be addressed 

Supervisor signature and date (type 
name)
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Appendix A – Computer Ergonomics Infographics 
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