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Flexible Work Arrangement
Safety Inspection Checklist


Employees are responsible for ensuring their designated workspace meets WorkSafeBC’s occupational health and safety standards for a home office. Use this document as a guide to identify and address any potential hazards that may be present while working at home. 

Please report and correct any hazards/deficiencies/unsatisfactory items to your supervisor before proceeding with your application. 

Flexible Work Safety Assessment

	Yes
	No
	N/A
	Flexible Work Safety Assessment

	☐	☐	☐	Are walkways and aisles free of tripping hazards?

	☐	☐	☐	Is there a safe emergency exit? (exits and doorways unobstructed)?

	☐	☐	☐	Are basic first aid supplies present? (Not required if only 1 VIU worker present)

	☐	☐	☐	Is there adequate lighting and ventilation?

	☐	☐	☐	Is there a designated space to perform your work?

	☐	☐	☐	Are electrical cords in good condition, i.e. ground pins intact, no frayed chords?

	☐	☐	☐	Are power bars in use and in good condition?

	☐	☐	☐	Is there a working smoke detector?

	☐	☐	☐	Are nearby cabinets and shelves secure?

	☐	☐	☐	Is your work area free of mold or excess dust?

	☐	☐	☐	Is your work area free of excessive noise or other distractions?



If you answered NO to any of the above questions, please provide comments or explanations for your supervisor to consider.

	






Ergonomic Assessment

Please refer to the resources from WorkSafeBC and MoveSafe to assist in setting up your home work station. 

If you have further ergonomic related questions email safety@viu.ca or refer to the Ergonomics resource page on the Health & Safety Services website. 

If you would like a virtual home office assessment, please email safety@viu.ca





	Yes
	No
	N/A
	Keyboard & Mouse

	☐	☐	☐	Do you have an external keyboard that fits you comfortably?

	☐	☐	☐	Are your keyboard and mouse adjusted to below elbow level with your shoulders relaxed and elbows at approximately 90 to 110 degrees?

	Yes
	No 
	N/A
	Monitor

	☐	☐	☐	Is your screen a sufficient size for your work? 

	☐	☐	☐	Is the top line of text at eye level and approximately arm’s length away? 

	☐	☐	☐	Can you comfortably read text on your monitor (e.g. no glare, sufficient font size, neutral neck posture)?

	Yes
	No
	N/A
	Chair

	☐	☐	☐	Does your chair have back support and does the chair fit you comfortably?

	☐	☐	☐	Are your knees and hips approximately level, with your feet firmly supported either on the floor or on a footrest?

	Yes
	No
	N/A
	Other

	☐	☐	☐	Can you get up and make position changes 2-3 times per hour?

	☐	☐	☐	Do you feel you can comfortably, safely and efficiently work with your tools (e.g. keyboard, mouse, monitor, etc.) and in your space (e.g. minimal distractions)?



If you answered NO to any of the above questions, please provide comments or explanations for your supervisor to consider.

	






Reporting Work-Related Incidents/Accidents

Employees working remotely must follow safe work practices and report and document all work-related accidents or injuries to their Manager and to safety@viu.ca when the injury first occurs (or pain/discomfort is first noticed), or within 24 hours of the incident/injury. For more information visit VIU’s Reporting Injuries/Incidents webpage.


Employee Name: _____________________________	Date: _____________________________

Supervisor Name: ____________________________	Date: _____________________________
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