USU Teleworking Site Evaluation Checklist
This form is for employees to complete. If you have any “no” answers please work to improve the issue identified. For questions regarding safety or ergonomics, please contact Environmental Health and Safety office at 797-2892. For questions regarding security, please call the IT Service Desk at 797-4357.

	General 
	Yes
	No

	1
	Is workspace away from noise, distractions, and devoted to your work needs?
	
	

	2
	Does workspace accommodate workstation, equipment, and related material?
	
	


	Safety
	Yes
	No

	3
	Are phone lines and electrical cords in good condition and secured under a desk or along wall, and away from heat sources?
	
	

	4
	Is there a working smoke detector in the workspace area?
	
	

	5
	Is there a home multi-use fire extinguisher readily available and do you know how to use it?
	
	

	6
	Are there sufficient electrical outlets accessible? (One electric plug per outlet socket. Power strips with surge protectors are acceptable.)
	
	

	7
	Is computer equipment connected to a surge protector?
	
	

	8
	Are all electrical plugs, outlets, and panels in good condition? 
	
	

	9
	Are floors clear and free from hazards?
	
	

	10
	Are file drawers not top-heavy and do not open into walkways?
	
	

	11
	Are lighting levels adequate for maintaining your normal level of job performance? Is there sufficient light for reading? Is the computer screen free from noticeable glare?
	
	




	Security
	Yes
	No

	12
	Are paper and electronic files and data secure?
	
	

	13
	Are materials and equipment in a secure place that can be protected from damage and misuse?
	
	

	14
	Do you have an inventory of all equipment used at the site including serial numbers?
	
	

	15
	Are you following the Security Best Practices for working remotely?
	
	







	Home Office Ergonomics
	Yes
	No

	16
	Is the top of the screen at eye level?
	
	

	17
	Is your back adequately supported by a backrest?
	
	

	18
	Is there space to rest the arms while not keying? Are your elbows at a 90°-110° angle?
	
	

	19
	Are you able to keep your wrists straight?
	
	

	20
	Are your feet on the floor or adequately supported by a footrest?
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1. ALIGN YOUR EYES WITH THE TOP OF
YOUR SCREEN

« Use a box to elevate your monitor if necessary.

« Using a laptop? Elevate the laptop and use a
separate keyboard.

2. SUPPORT YOUR BACK

+ Select a chair that offers lower back support,
if possible.

« Does the front of your chair hit the back of
your knees? Put a cushion behind your back.

+ Keep your shoulders back, not hunched.

3. KEEP YOUR ELBOWS AT A 90-110
DEGREE ANGL

Have a smaller angle? Your work surface may be
too high. Add a cushion or blanket to your chair
to elevate your body.

4. KEEP YOUR WRISTS STRAIGHT

If using a wrist rest, place your lower palms on
the rest, not your wrist.

5.DON'T LET YOUR FEET DANGLE

« Your feet should rest flat on the floor.

« Put a box, book, or cushion below your feet,
if needed.




