
Approved to work from home by your supervisor, all accommodations are met including 

financial obligations by department for any necessary equipment

Employee completes Computer Workstation 

Training on the UMS Academy and provides 

certificate to supervisor

All elements of work station 

are ergonomically correct?

Employee completes MEMIC Ergonomics in the 

Home Office training on the UMS Academy and 

provides certificate to supervisor

Employee completes Computer Workstation 

Training Checklist and makes improvements based 

on available resources (e.g., Computer Workstation 

Training and MEMIC trainings) as needed.

Refer to Home Workstation 

Equipment Guidance for 

solutions with your supervisor.

Submit request for 

necessary equipment to 

supervisor

Equipment arrives, is set up 

properly, issues resolved?

Contact Risk Management 

to arrange for E-Ergo 

evaluation

Issues resolved through E-

Ergo evaluation?

Sign Computer Workstation Training 

Checklist and submit it to supervisor, 

supervisor files in employee record

Discontinue working remotely until 

issues resolved. 

Computer Workstation for Remote Work

Process

No

No

Yes

Annual recertification required for 

Computer Workstation Training, 

Ergonomics in the Home Office, and 

Computer Workstation Training 

Checklist 

Yes

Yes

And

No

And

https://mycampus.maine.edu/group/mycampus/sm-training
https://mycampus.maine.edu/group/mycampus/sm-training
https://mycampus.maine.edu/documents/10217/9626565/Computer+Workstation+Checklist.pdf/3560af67-16bb-c43a-4164-d232bea056c1?t=1613569093924
https://mycampus.maine.edu/group/mycampus/sm-training
https://mycampus.maine.edu/group/mycampus/risk-mgmt-and-insurance
https://mycampus.maine.edu/documents/10217/9626565/Computer+Workstation+Checklist.pdf/3560af67-16bb-c43a-4164-d232bea056c1?t=1613569093924
https://mycampus.maine.edu/group/mycampus/sm-training
https://mycampus.maine.edu/documents/10217/9626565/Computer+Workstation+Checklist.pdf/3560af67-16bb-c43a-4164-d232bea056c1?t=1613569093924

