
HARINGEY COUNCIL HOME WORKING
RISK ASSESSMENT
· All staff must complete a risk assessment process before they can work from home.  This is because the Employer remains responsible for your work environment and needs to be satisfied that it is fit for purpose.  

· Use this form to help you carry out a self-assessment of your home workstation and environment.  You may need to answer some of the questions as if your workstation has already been set-up (indicating this under comments) and then carry out a further review after set-up.

· Completed forms should be handed to your manager, who will then arrange a follow up meeting.

· Both you and your manager must sign this form to confirm a risk assessment has taken place.

· As your home environment is outside the direct control of your managers, all staff should also complete the e-learning VDU & Workstation Health and Safety course (available on Harinet) so that you are trained to manage risks yourselves. 
	Name
	

	Address to which risk assessment applies
	

	Job title
	

	Directorate / Service / Team / Section
	

	Manager
	

	Date of assessment
	


Please answer all questions - the list of questions is not exhaustive but does cover all the common hazards found in your home.

	Environment
	Yes / No
	Comments

	1. Where will your home workstation be located? 
	
	

	2. Is there a suitable space to work with a desk or table at a comfortable height and a suitable chair? 
	
	

	3. Is the work area a comfortable temperature, well lit with sufficient ventilation (ie. able to open a window)? 
	
	

	4. Is local or task lighting required? (e.g. desk lamp) 
	
	

	5. Do you have sufficient space to change position and vary your movements?
	
	

	6. Is your screen free of reflections and glare from the lighting and windows?
	
	

	7. Is there adequate segregation from non-workers (e.g. children, pets, and visitors)? 
	
	

	Housekeeping
	
	

	8. Is the work area clear from obstructions and tripping hazards? 
	
	

	9. Are sufficient storage facilities available? 
	
	

	10. Are files and documents safely & securely stored and kept to a minimum? 

	
	

	Electrical Safety
	Y/N
	Comments

	11. To the best of your knowledge, the electrical wiring must be safe with sufficient sockets so that multiple adapters are not required. Extension leads must not cause a tripping hazard 
	
	

	12. Is your home working property fitted with a fuse board in working order?
	
	

	13. Are extensions leads used fuse protected?
	
	

	14. Are all cables, leads and plugs in use in good repair and working properly? Check:


-  plugs are not damaged 


-  plugs are correctly wired and maintained

-  the outer covering of the cable is gripped where it enters the plug or the equipment 

-  leads, wires or cables for damage to the outer covering 

-  check for burn marks or staining that suggests overheating 
	
	

	15. Are all the cables to your PC routed to avoid tripping hazards?
	
	

	16. Are all sockets loaded correctly? 
	
	

	17. Are all items of electrical equipment in good repair and working correctly? 

-  Check that the outer cover of the equipment is not damaged, for example look for loose parts or screws 
	
	

	18. Electrical equipment must be switched off when not in use. 
	
	

	Workstation
	Y/N
	Comments

	19. Are you sited in the correct working position as explained below:-

-  Upright position keeping natural curve of the back;

-  Adjust chair’s height and keyboard position so that when using keyboard:

-  Keyboard is in front of you with a small space in between;

forearms and hands are horizontal without creating an angle or pressure on the wrists;

-  Your feet must be flat on the floor without any pressure being exercised onto the undersides of your thighs. If not, you need a footrest.
-  Your computer screen must be at arm length distance away from you, usually between 350mm and 700 mm.

-  Eyes must be level with top of the computer screen to ensure screen’s height suitability.
	
	

	20. Is your home workstation suitable for safe home working i.e.:-

-  Of suitable height and length to enable you to sit safely;

-  Large enough to enable you to work safely.
	
	

	21. Is the screen flicker free?
	
	

	22. Is the desk large enough to enable you to work in comfort and to rest your wrists in front of the keyboard?
	
	

	23. Does your chair have 5 casters (wheels)?
	
	

	24. Does your chair allow you to adopt a comfortable working posture? 
	
	

	25. Is your chair adjustable in height, with a backrest that can be adjusted for height and forwards and backwards?
	
	

	26. Do all your adjustments on the chair work?
	
	

	27. When your chair is set to the correct height, do your feet rest comfortably on the floor?
	
	

	28. If your answer to the above was no, do you have a footrest?
	
	

	29. Is the floor area around and under your workstation free from obstruction i.e. stored boxes etc?
	
	

	30. Do you know the procedure for reporting any accidents or work related illnesses? 
	
	

	31. As a result of the above questions, are you confident your home workstation meets all minimum legal requirements? 
	
	

	32. In general, does the workstation conform to the illustrations shown on the last page?
	
	

	Fire Safety & Emergency Arrangements
	Y/N
	Comments

	33. Are all combustibles, papers, stationary etc. stored away from heat sources?
	
	

	34. Is there a means of detecting a fire? Eg smoke detectors
	
	

	35. Do you have and know what action to take in case of fire?
	
	

	36. Are there adequate means of escape in an emergency, no loose carpets or slippery surfaces?
	
	

	37. Is there a fully stocked first aid kit available? 
	
	

	38. Is there a telephone or mobile phone available for use in an emergency? 
	
	

	Stress
	Y/N
	Comments

	39. Are you familiar with ways or techniques to alleviate or reduce work-related stress? 
	
	

	40. Have you discussed the need for a call in procedure with your manager?
	
	

	41. Remember to vary your activities so that you rest away from the screen for at least five minutes every hour?
	
	


	Items Requiring Attention 

	

	

	

	

	


Please complete below inventory, adding additional items in blank rows provided.
	Equipment
	Council to provide
	Will use my own
	Notes

	Desk
	
	
	

	Adjustable Chair
	
	
	

	PC/Laptop
	
	
	

	Broadband line
	
	
	

	Mobile phone
	
	
	

	
	
	
	

	
	
	
	


Additional Comments
	

	

	

	

	


Safety check carried out by home-worker and discussed with manager YES / NO

	Signature of employee






Date 


	Signature of Manager 






Date 


PLEASE REMEMBER TO REPORT ANY CHANGE IN YOUR HOME WORKING ENVIRONMENT IMMEDIATATELY TO YOUR LINE MANAGER.
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