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Go through the checklist below to get an overview of the defects of your remote workplace. Then discuss the situation with your line manager to see what you can change to improve your home work environment. You can add any problems that are missing in the list under “Other”.
Date performed: 
Division/department/equivalent:
Participants:
	
	YES
	NO
	Defects, proposed action
	Who is responsible for action?
	Action done

	Is there adequate lighting at the workplace?

	
	
	
	
	

	Is there any disturbing glare, e.g. from sunshine or lamps? 

	
	
	
	
	

	Does the sun or light from a window or a lamp reflect off your computer screen?

	
	
	
	
	

	Do you remember to adjust the brightness and/or font size of your display if necessary?

	
	
	
	
	

	Do you take short breaks when working at your computer for long periods? (At least once an hour.)

	
	
	
	
	

	If necessary, do you take equipment home, e.g. keyboard, monitor or chair?
Must be agreed with your line manager.

	
	
	
	
	


	
	YES
	NO
	Defects, proposed action
	Who is responsible for action?
	Action done

	Do you vary your working position in the course of the day (e.g. between sitting and standing and between different types of workspaces at home)? 

	
	
	
	
	

	Are the flow of information and cooperation at your division/department/equivalent adequate when working remotely or temporarily working from home? 

	
	
	
	
	

	Are procedures in place for maintaining contact within the division/department/equivalent?

	
	
	
	
	

	Are procedures in place for discussing your work environment with your line manager? This includes the physical, social and organisational work environment.

	
	
	
	
	

	Are procedures in place for discussing your workload, the tasks you are required to perform and the results you are expected to achieve with your line manager?

	
	
	
	
	

	Do you receive sufficient support from your manager and colleagues to be able to work remotely? (concerning social, physical and organisational work environment)

	
	
	
	
	

	Do you have effective routines for your working day, e.g. when you start/stop working, when you take breaks?
	
	
	
	
	

	Do you need any training in the use of digital tools to be able to work remotely?

	
	
	
	
	

	
	YES
	NO
	Defects, proposed action
	Who is responsible for action?
	Action done

	Do you remember to use your wellness hour every week?

	
	
	
	
	

	Other 
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