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WORKING FROM HOME 
HEALTH AND SAFETY CHECKLIST 

 

Under the Quebec Occupational Health and Safety Act, the university has a duty of care to provide a safe and 
healthy place of work for all employees. This also applies to staff who work from home.  
 

Prior to working from home, you must complete the following checklist to ensure that your home office meet 

health and safety standards. This checklist should be used in conjunction with the document “Working from 

home - Health and Safety Guidelines.” 
 

Employee information  

Name:  

Faculty/department:  

Home address:  

Home phone number:  

Day that will be worked from home:  

Working hours (e.g. 8:00 a.m. to 4:00 p.m.):  

Designated workplace:  

 

Work environment Yes No 

Does your home office provide enough space to work efficiently?    

Is your home office free of tripping hazards (wires, loose tiles, torn or ripped carpet)?   

Do you have an adequate workstation to perform your tasks?    

Do you have an ergonomic chair?    

Have you set up your home office using the document “Working from home - Health and 
Safety Guidelines”?   

  

 

Safety measures Yes No 

Have you updated/provided an emergency contact in Minerva?   

Do you have a first aid kit?    

Is there a functional smoke detector in your home?    

Is there a functional carbon monoxide detector in your home?  

(If you have fuel-burning appliances.) 

  

Is there a functional fire extinguisher in your home?    

 

Reporting incidents and accidents Yes No 

Are you aware of your responsibility to report any incidents or accidents to your supervisor and 
EHS immediately?  

  

Do you agree that in case of incidents or accidents the employer and/or the CNESST may 
perform an investigation at your home office?  

  

Do you agree to participate actively in any investigation following a work accident occurring at 
home?  
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Liability and insurance Yes No 

Have you notified your home insurance company that you will be working from home?    

Do you acknowledge that McGill will not be held liable for any damages to an employee’s 
property or for any injuries to family members, visitors, or others in the employee’s home? 

  

Do you acknowledge that McGill will not be responsible for any non-work-related injuries that 
may occur at home? Compensation will be limited to the preapproved working hours and will 
be limited to the designated home office space. 

  

 

Recommended corrections 

 

 

 

 

 

Declaration  

I hereby certify that the existing or potential hazards in my home office have been properly assessed, 

identified and the appropriate corrective actions applied and I have completed this checklist using the 

document “Working from home – Health and Safety Guidelines.”  

Employee signature:  

Date:  

 
 

Declaration 

I hereby acknowledge that I have read and discussed this checklist with my employee. 

Supervisor signature:  

Date:  
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Work environment 

 

 

 
 

https://www.mcgill.ca/ehs/files/ehs/Ergonomics_slide.pdf 

 
 

 

https://www.mcgill.ca/ehs/files/ehs/Ergonomics_slide.pdf
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Safety measures 
 

Smoke detector  
You should test your smoke detector and if it is battery powered, change the batteries every six months.  

Carbon monoxide detector 

If you have fuel-burning appliances, you should test your carbon monoxide detector and if it is battery 

powered, change the batteries every six months.  

Fire extinguisher 

Your fire extinguisher should be fully charged and easily accessible.  

 

Reporting incidents and accidents 

 

Procedure to report an incident or accident   

https://www.mcgill.ca/ehs/forms/forms/accident-and-incident-report 

• Report the event to your supervisor immediately; 

• Participate in the work accident investigation with your supervisor (if you are fit to do so); 

• Complete the Accident, Incident & Occupational Disease Report form. The supervisor is responsible 

for sending the completed Accident, Incident & Occupational Disease Report form to EHS promptly; 

• If you believe you require medical assistance, you should consult a physician. If the physician 

provides documentation, you should provide a readable copy of the medical documents to your 

immediate supervisor or your HR Advisor; 

• If time off work is prescribed by the physician, then the supervisor must submit promptly, to your area 

HR Advisor, the completed Accident, Incident & Occupational Disease Report form and all the 

medical documentation. The HR Advisor will send everything to disability.hr@mcgill.ca  who will open 

a claim file with CNESST. 

 

 

Questions 

 

For any questions, do not hesitate to contact your supervisor, HR Advisor or EHS.  

https://www.mcgill.ca/ehs/forms/forms/accident-and-incident-report
https://webforms.mcgill.ca/ehs/ehs.asp?bhcp=1
mailto:disability.hr@mcgill.ca
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