Law Institute of Victoria
Sample Member Guidance


[bookmark: _GoBack]Home Based Work Safety Checklist 

	Employee’s Name:                                                  
	


	Mobile Phone No: 

	

	Home Based Work Address: 
	




Attach Photographs of Work Area and Workstation – as and when requested.
Insert here


Working Environment - Note: Circle Answer

	1. Is there a chair available that has an adjustable height and back support?
	Yes
	No

	2. Is there a work space available that is between 690mm and 720mm high, with adequate clearance for legs underneath the work surface?
	Yes
	No

	3. Can the screen be positioned so that the top of the screen is level with, or slightly lower than eye level when sitting upright?
	Yes
	No

	4. Is the keyboard detached from the screen to allow a comfortable working position?
	Yes
	No

	5. Are all items within a comfortable reach?  Refer Appendix A: Setting up your workstation.
	Yes
	No

	6. Is the lighting satisfactory?
	Yes
	No

	7. Is the noise level conducive to concentration?
	Yes
	No





Recommendations: (including equipment and/or furniture and any other changes required)
	

	

	

	

	

	

	

	



General Worksite Safety

	1. Is there a standard first aid kit present?
	Yes
	No

	2. Is there a functioning smoke detector present?
	Yes
	No

	3. Is there a fire extinguisher/firefighting device available?
	Yes
	No

	4. Is there a surge protection device installed?
	Yes
	No

	5. Are there sufficient number of power points?
	Yes
	No

	6. Is the workspace safe from trip/fall hazards? (eg power cords, clear walkways)
	Yes
	No

	7. Is the home based worksite secure?
	Yes
	No



Recommendations
	

	

	

	

	

	



Further information
Further information for employees and managers is available from [insert firm details].
Variations
[law practice name] reserves the right to vary, replace or terminate this checklist from time to time.
Associated documents
 Home Based Work Policy and Guide
 Home Based Work Checklist

Signed:
	Employee:
	

Date:

	Principal/Supervisor
	

Date:



Once completed forward this document along with the Home Based Work Checklist to the principal for processing and recording with employee’s personnel file.
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