
 

 

If you have telecommuters on your staff, you need to be concerned about their 

safety when they are working at home. The Occupational Safety and Health 
Administration (OSHA) does not require inspections of home offices, but you would 

be wise to remind your employees about working in a safe environment. 
 

This employee safety briefing will help you communicate with your telecommuting 

staff about safety. 

Here is a safety talk you can present in a staff meeting, post or circulate by email. 

It also includes tips for working effectively. 



 

 

Your safety as an employee is important to us here at ABC Medical, whether you 

are working in the office location or as a telecommuter in your own home. 

A home office should offer the same level of safety and security as you would 
receive at the regular work office. When you are working at home, you are most 
often working alone. While working alone in itself is not a risk, it can present a 

unique situation should something unexpected happen. It is important to keep to a 
contact schedule even if there are not "work" details to discuss. 

Rather than working at the diningroom table, you need to have a designated spot 

used exclusively for your work. You’ll need office furnishings that are comfortable to 
use rather than castoff household furniture. An old table and chair are likely to put 
you in the wrong position for keyboarding, with the possible result of aches, pains 

and strains. 

 

 

-A space or room where it is easy to concentrate—preferably separate from other 

living areas and away from the television,  
 
-Necessary telephone lines (separate from family line if required) with voice mail,  

 
-Adequate Internet connections,  

 
-Control over temperature, light and sound, and  
 

-Household members who will understand you are working and will not disturb you 
unnecessarily. 
 

 



 

 

-Is there a smoke alarm?  
 

-Is there clear access to a fire extinguisher? 
 

-Is there a carbon monoxide detector in areas where there are fuel-burning 
appliances?  
 

-Has an evacuation plan been established? 
 

-Are the first aid supplies adequate?  
 
-Are emergency contact numbers posted near the telephone?  

 
-Has a periodic contact schedule been established? 

 
-Does your office contact know how to reach someone near you in the event of an 
emergency? 

 
-Are extension cords in good condition to avoid shock and fire? 

 
-Are cords and cables placed to prevent tripping hazards?  

 
-Are outlets grounded and not overloaded?  
 

-Is there surge protection for electrical equipment? 
 

-Is there sufficient ventilation for electrical equipment?  
 

 

-While you may not have to drive to get to work that day, it is still important to 

keep to a work day ritual. Begin and finish at the same time every day you are 
working at home. Have a beginning and end of day ritual. Since there is no longer a 
break between waking up and going to work, some teleworkers find it helpful to 

actually leave the house and walk around the block before starting work. You may 
want to end the day the same way.  

-Many telecommuters find it helps to dress as though they were working in the 
regular office. The stereotypical sweatshirt and bunny slippers do not make the 
telecommuter feel businesslike. 



 

 

-Do not get into the habit of junk food snacking, even though you are close to your 
own fridge and away from the eyes of your colleagues. Use the same kind of 

discipline you would use at the office. And in the interest of health, get out for a 
walk, perhaps on your lunch break. Change position frequently and do stretches 

when you are working at the computer to help prevent repetitive strain injuries. 

-As you would for working in the office, set a schedule and stick to it. Make a “to 
do” list and check your accomplishments at the end of the day. Stick to deadlines.  

-Maintain contact with the office. Establish a routine for contact with your 

supervisor, or co-workers. Keep your supervisor informed of your progress and any 
difficulties encountered. This contact includes the need for overtime to complete 
projects.  

-Attend meetings and gatherings at work as often as possible. This interaction helps 

keep you from becoming invisible.  

-Determine what interruptions are okay and what is not. Tell your friends and 
family what the ground rules are.  

Be honest with yourself. Teleworking is not a substitute for child or elder care, nor 

is it a way to simply save money on commuting costs. Too much compromise on 
the part of the employee or employer can lead to problems and possible failure to 

meet the terms of the teleworking agreement. 

 


