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1. PURPOSE 

This program outlines safe work practices that must be followed by all employees who work remotely. 

2. SCOPE 

This program applies to all UNM employee that telecommute in any capacity (routine telecommuting, 

remote work, or situational telecommuting). 

3. UNM’S COMMITMENT TO SAFETY 

Safety is a core value of the University of New Mexico. UNM is committed to creating and fostering a 

culture of safety within the community. To learn more visit https://ehs.unm.edu/culture-of-safety.html 

4. ROLES AND RESPONSIBILITIES  

4.1. Environmental Health & Safety 

1. Implements and maintains this program. 

2. Develops and reviews applicable training programs. 

3. Provides resources and guidance. 

4. Investigates reported incidents/near misses. 

4.2. Supervisors 

1. Enforces this program. 

2. Approve the tasks the employee will be performing remotely. 

3. Ensure employees are trained in the tasks they will be performing remotely. 

4. Review safety checklist (see Attachment A) with telecommuting employees and mitigate (to the 

extent possible) any hazards discovered. 

5. Ensure employees have the appropriate equipment to perform their tasks safely in a remote 

environment. 

6. Revoke telecommuting privileges if it is determined by the supervisor that the employee is working 

in an unsafe manner. 

4.3. Employees 

1. Follow the same safety procedures while telecommuting as they would onsite. 

2. Maintain a safe work environment. 

https://ehs.unm.edu/culture-of-safety.html
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3. Complete the safety checklist (Attachment A) and correct any hazards discovered. 

4. Reach out to supervisor or EHS for assistance with mitigating hazards in the 

remote setting. 

5. Report any incidents or near misses as soon as possible to their supervisor, EOHS, 

and EHS via the Accident, Incident & Spill Reporting Formstack.  

5. PROGRAM REQUIREMENTS 

5.1. Workspace 

An area specifically for work should be clearly defined. 

1. The work area should be well illuminated. It is preferable to have the illumination coming from the 

side or from behind. 

2. Means of egress need to be unobstructed. 

3. The work area should be well ventilated. 

4. Storage must be organized to minimize fire risk. 

5. If heavy items are placed above the floor, the stand must be sturdy and placed close to a wall. 

6. A First Aid Kit should be accessible. 

7. A list of emergency contact numbers should be easily accessible. 

8. A working smoke detector should be present. 

9. An evacuation plan should be in place. 

5.2. Equipment 

1. Employee-provided equipment must be free from defects and suitable for its intended use. 

2. Employer-provided equipment must be: 

a. Free from defects; 

b. Suitable for its intended use; and 

c. Only used for its intended task or purpose. 

3. UNM is not responsible for the cost, repair, or replacement of employee-provided equipment. 

4. Defects with employer-provided equipment should be reported immediately so it can be repaired or 
replaced. 

5. Extension cords must have grounding conductors. 

6. Extension cords must not be connected or “daisy-chained”. 

7. Phone lines and electrical cords shall be secured to avoid tripping hazards. 

https://ehs.unm.edu/incident-reporting/index.html
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8. Surge protectors should be used for computers, fax machines, and printers. 

9. Computer components should be away from direct sunlight or heading sources. 
 

5.3. Ergonomics 

NOTE: EHS will not perform ergonomic assessments in remote workspaces but can provide guidance. 

1. Ergonomics training is available on Learning Central. 

2. Office equipment (desk, chair, computer, etc.) should be appropriately designed and arranged to 
prevent undue strain on any part of the body. 

3. Please see Attachment B for resources and work station arrangements. 

4. It is important to take breaks and stretch, preferably once every 30 minutes. 
 

5.4. Reporting 

1. Any injuries, incidents, or near misses must be reported in the same manner they would be onsite. 

2. Injuries, incidents, or near misses are considered work-related only if they occur while work is being 
performed. 

a. Examples: 

i. If an employee drops a box of office supplies on his or her foot, it is work-related. 

ii. If an employee cuts his or her finger while performing a work task, it is work-related. 

iii. If an employee trips over a child while rushing to answer a work-related phone call, 
it is not work-related. 

iv. If there is a fire in an employee’s work area because of faulty wiring, it is not work-
related. 

3. The New Mexico Workers’ Compensation Act Poster is included as Attachment C. 

6. ATTACHMENTS 
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ATTACHMENT A: SELF-CERTIFICATION SAFETY CHECKLIST 

Work Space 
 Is there a clearly defined work space that is kept clean and orderly? 
 Does the work space adequately accommodate workstation, equipment, and materials? 
 Is the work space free from excessive noise and distractions? 
 Is the work area adequately illuminated, preferably with the lighting to the side or behind the line of vision? 
 Are floors clear and free from hazards? 
 Is carpeting well secured and free from fraying? 
 Have throw rugs been removed to prevent tripping? 
 Are exits free of obstructions? 
 Is the area well ventilated? 

Equipment 
 Are supplies and equipment (both personally-owned and company-provided) in good condition? 
 Is storage organized to minimize fire risk? 
 Are radiators and portable heaters kept away from flammable materials? 
 Do extension cords have grounding conductors? 
 Is any wiring or cords frayed or exposed? If so, replace immediately. 
 Are phone lines and electrical cords secured in order to avoid tripping? 
 Do electrical enclosures have tight-fitting covers or plates? 
 Are surge protectors used for computers, fax machines, and printers? 
 Is the electrical system adequate for the equipment being used? 
 Is equipment turned off when not in use? 
 Are heavy items securely placed on sturdy stands close to walls? 
 Are computer components away from direct sunlight & heat? 
 Are your files and data secure? 
 Do you have an inventory of equipment, including serial numbers? 
 Do you have and run anti-virus software? 

Fire & Safety 
 Is a First Aid Kit available? 
 Is a portable fire extinguisher present? 
 Is a working smoke detector present? 
 Is there an evacuation plan in place? 

Ergonomics 
 Are chair casters secure and rungs/legs sturdy? 
 Is the chair adjusted appropriately? 
 Is your back adequately supported in the chair? 
 Are your feet adequately supported by the floor or a footrest? 
 Is the top of your computer screen at eye level? 
 Is there space to rest your arms when not using the keyboard? 

Emergency Contacts 
Police 911 
Fire 911 

Hospital  

Primary Care Provider  

EOHS 505-272-8043 
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Supervisor  

  

  

  

  

  

 

Employee Signature: 
 
 

Supervisor/Reviewer Signature: 
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ATTACHMENT B: ERGONOMIC RESOURCES AND WORKSTATION ARRANGEMENTS 

Resources 

1. https://ehs.unm.edu 

2. https://ehs.unm.edu/assets/documents/ergonomics/ergonomic-guidelines.pdf 

3. https://www.osha.gov/etools/computer-workstations 

4. https://news.unm.edu/news/ergonomics-tips-for-working-from-home 
 

 

Workstation Setup 

 

 

https://ehs.unm.edu/
https://ehs.unm.edu/assets/documents/ergonomics/ergonomic-guidelines.pdf
https://www.osha.gov/etools/computer-workstations
https://news.unm.edu/news/ergonomics-tips-for-working-from-home
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Smartphone, Tablet, and Laptop Use 
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ATTACHMENT C: WORKERS’ COMPENSATION ACT POSTER 
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