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Human Resources Department 

WORK FROM HOME WORKSITE INSPECTION 

SELF - ASSESSMENT FORM 

	Noise, Lighting and Air Quality
	Yes
	No
	Comment

	Is there adequate lighting? 
	
	
	

	Is artificial lighting causing reflections 
	
	
	

	Is it difficult to hear? 
	
	
	

	Is there distracting Noise in the area? 
	
	
	

	Is there adequate ventilation?
	
	
	

	Does the temperature fluctuate or is it hot or cold? 
	
	
	

	
	
	
	

	Workstation and Office Layout 
	Yes
	No
	Comment

	Is there adequate space for the work to be carried out? 
	
	
	

	Is there sufficient space to walk around the work station (desk)? 
	
	
	

	Is there easy access to equipment such as telephone and keyboard?
	
	
	

	Is there adequate and safe height adjustment of work surface? 

	
	
	

	Is the workstation and equipment set up to reduce awkward postures? 
	
	
	

	Is there a keyboard rest that frees up desk space?
	
	
	

	Is the Chair – adjustable and suitable for requirements 


	
	
	

	Is there a need for a foot rest? 


	
	
	

	Is there a need for a document holder or wrist rests? 
	
	
	

	Are electrical cables and computer cables unhoused or entwined? (Trip hazard)
	
	
	


	Storage


	Yes
	No
	Comment

	Is there secure storage space?


	
	
	

	Is there sufficient space around storage areas to enable easy and safe access? 
	
	
	

	
	
	
	

	Security/Privacy /Access

	Yes
	No
	Comment

	University documents and equipment – transport, storage and disposal

	
	
	

	Obstacles – railings on stairs, slippery hard surfaces, cracked pavement etc
	
	
	

	Manual handling – due to transporting material and equipment between the office and home work sites, setting up home work site each day
	
	
	

	
	
	
	


Employee’s Signature 
	Name
	
	Signature 
	
	Date: 
	


Assessment:

	The proposed work site is suitable/not suitable.
	

	The following modifications are required:


	

	The following equipment is required:

	


Manager’ Signature 
	Name
	
	Signature 
	
	Date: 
	


cc:
Employee


Manager


Personnel File 
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