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Blended Working @ Erasmus University Rotterdam 
 

Introduction 
 

Why a blended working policy? 
 

Blended working (working in a way that is independent of time and place) is the integration of elements 

of time-related and/or location-related flexibility in the execution of the job. There are several reasons 

for developing EUR policy on the HR theme of blended working.  

 

1. Erasmus University Rotterdam is an attractive, inclusive, and modern employer. Investing in an 

inclusive, attractive working environment is part of the EUR Strategy 2020. Blended working 

gives employees a possibility of finding a better balance between work and private life. This 

creates perspectives for certain groups of employees (e.g. employees who combine work with a 

caring role) and makes the organisation more inclusive. Additionally, it is important to go along 

with wider social changes, such as increasing flexibility demand, to continue to attract new 

talent. 

 

2. The strategy gives a healthy and safe working environment priority. Blended working 

contributes to this: it ensures that employees experience autonomy over their working hours 

and work location.1 With respect to controlling or reducing the pressure of work, blended 

working can contribute as a ‘regulation possibility’ so that an employee is better able to perform 
his/her tasks more productively. 

 

3. Finally, HR policy and regulations have to be in line with the current situation at EUR and in 

society. Due to the coronavirus developments, working from home has become  much more 

common, and it is essential that HR policy is consistent with this. Besides, blended working had 

already been practised at Erasmus University Rotterdam (see the research report for an 

explanation) quite extensively before the coronavirus broke out.  

 

  

                                                           
1 In times of a pandemic, when the work location cannot be chosen by the employee, autonomy will have to be 

found in other aspects (such as working hours). 
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1. Blended working: a policy proposal of three parts 
 

This policy proposal consists of three parts: a vision, regulations, and additional 

information/support/facilities.  

 

Some concept texts have been added for the vision and regulations. After these texts have been 

adopted, they can be consulted by EUR employees, for instance via MyEUR.  

 

The final part of the proposed policy focuses on informing, facilitating, and supporting employees. Here, 

a distinction is made between employees and employees with a leadership role, for blended working 

places responsibilities with both employees and managers. The programme consists of several parts, 

such as toolkits with information, training possibilities, and formats for team sessions. This final part of 

the policy is to be developed in further detail in the implementation phase.  

 

This policy applies to employees employed by Erasmus University Rotterdam.2  

 

 

  

                                                           
2 In certain circumstances, this policy can also be applied analogically to agency workers/self-employed 

persons/payroll workers. Please contact HR Legal if you have any questions. .  
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Part 1: Vision Blended Working @ Erasmus University Rotterdam 
Objective: developing and communicating a clear vision of EUR as an employer on blended working, 

with some clear basic principles. 

 

 

Blended working is the integration of elements of time/location-related flexibility in the execution of a 

job. Blended working can occur on an incidental as well as a structural basis. Blended working is 

structural, 1) if it occurs for one time unit per week at another location and/or outside the normal 

working hours; or 2) if it occurs at another location for one or more time units per week at various 

moments and/or outside the normal working hours (with the exception of overtime). Location-based 

flexibility implies working at a location other than the primary location (at home, another campus 

building, with the customer, with a stakeholder, etc).  

 

Both academic staff and professional services staff work at Erasmus University Rotterdam, and they 

have various possibilities, needs, and wishes concerning blended working. The basic principles in this 

policy provide a framework for the entire organisation. Simultaneously, this policy allows for including 

the nature of the job (and the associated possibilities, needs, and wishes) in further defining and giving 

interpretation to this framework. 

 

The basic principles below apply to a normal situation. In the event of a pandemic or other emergency 

with an impact on the work location and/or working hours, the organisation will be held to comply with 

the guidelines of the government and/or the Dutch National Institute for Public Health and the 

Environment (RIVM). This could mean that the option of working at the office, or other locations that 

employees would like to work at, is not allowed. 

 

Basic principle 1: blended working 

Blended working is not a right or obligation but rather an option. Erasmus University Rotterdam is a 

physical campus and environment where scholars conduct research and teach, and where people 

cooperate and meet. Blended working provides flexibility. The presence and cooperation at the physical 

EUR locations remains the preferred option. 

 

Basic principle 2: when is blended working possible? 

Whether blended working is possible depends on (among others) the following:3 

- Nature of the job and activities, such as: 

o space in timetables (educational timetables, etc); 

o minimum staffing requirements at the primary workplace. 

- Availability of the resources the employee needs in order to be able to perform the job; 

- The person of the employee, for example:  

o the employee’s competencies (e.g. degree of independence); 
o occupational maturity; 

o his/her style of working. 

 

Basic principle 3: balance between work and private life 

EUR highly values a good balance between work and private life, and therefore believes it is important 

that employees perform their activities at regular working hours and within the contract hours as much 

                                                           
3 See basic principle 6. 
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as possible, also when working from home. If this is not possible, this should be discussed between the 

employee and the manager. 

 

Basic principle 4: make clear arrangements 

EUR encourages all parties to make clear arrangements on blended working.4 When arrangements are 

made between employee and manager, the arrangement should be tailored to what is possible and 

what is not. After consultation between manager and employee, the decision power concerning a 

request for blended working rests with the manager. A negative decision by the manager must be 

motivated to the employee. 

 

EUR emphasises the importance of clarity about blended working at the level of the unit (team, 

department, academic department). The manager is responsible for giving an interpretation on this 

theme in his/her unit (team, department, academic department), for instance by means of team 

arrangements or discussing expectations.  

 

Basic principle 5: have a conversation about blended working 

EUR recognises the importance of making blended working a subject of discussion and encourages 

managers and employees to remain in dialogue about blended working.  

 

Basic principle 6: discuss the following subjects 

The following subjects are important when blended working is discussed and/or arrangements are 

made: 

- What makes blended working possible or not possible in the individual situation?5 

- The possible consequences of blended working for, among other things: 

o collegiality; 

o engagement; 

o sharing information; 

o collaboration; 

o reachability; 

o visibility; 

o balance between work and private life. 

- Risks for work pressure; 

- Risks for health and ergonomics. 

 

Basic principle 7: compulsory presence at primary workplace 

A manager can demand the employee’s presence, for instance: 

- if the position or certain tasks are bound to the workplace; 

- due to the interest of the organisation, for instance if there is a meeting or an urgent 

consultation, if the organisation is understaffed, or for another reason; 

- if there are health issues, concerning which it is suspected that the alternative workplace does 

not meet the requirements, or if the home workspace is not adequate or used adequately (e.g. 

wrong sitting posture). 

 

Basic principle 8: be aware of your responsibility as an employee 

                                                           
4 See basic principle 6. 
5 See basic principle 2. 
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Within the framework of blended working, the employee has certain responsibilities. Additionally, the 

employer and employee have a joint responsibility to ensure that blended working is going well. The 

employee is responsible for: 

- sharing his/her own Outlook agenda at least for his/her own unit, unless this is not possible for 

important reasons (e.g. conversations on sensitive subjects); 

- being engaged with the organisation and the unit; 

- information in the case of absence (remaining informed and keeping those absent informed); 

- informing his/her manager and colleagues where he/she works; 

- a flexible disposition (e.g. being present when work renders this necessary); 

- enabling the employer to comply with the applicable standards for the workplace (e.g. 

completing the workplace self-assessment checklist); 

- balancing between his/her own work and private life. 

 

Basic principle 9: employer’s responsibility 

Within the framework of blended working, the employer has certain responsibilities. Additionally, the 

employer and employee have a joint responsibility to ensure that blended working is going well. For 

instance, the employer will see to: 

- providing information and/or instructions concerning the set-up of an ergonomically sound 

alternative workplace, for instance by means of: 

o providing information and/or instructions concerning the set-up and settings of an 

ergonomically sound alternative workplace and a good sitting posture via MyEUR; 

o making a self-assessment available for checking the suitability of the alternative 

workplace; 

o making available resources in conformity with the policy for working from home,6 unless 

the employee already has these himself/herself; 

- initiating the conversation with the employee about the workplace or home workspace; 

- if necessary, having a workplace inspection conducted. 

 

Basic principle 10: trust and result 

EUR emphasises the importance of mutual trust and result-oriented working as preconditions for 

blended working. All basis principles are to be understood from this perspective. 

 

  

                                                           
6 Unless this cannot be demanded in all fairness, for instance if the alternative workplace is a coffee house, 

restaurant, or public transport. 
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Part 2: Blended Working Regulation @ Erasmus University Rotterdam 
Objective: replacing the Variable Working Hours Regulation (working hours regulation) by the Blended 

Working Regulation, in which frameworks are outlined in rough detail. 

 

Part 1. Working hours 
Personal preferences and the suitability of the job, and the related activities and results, are taken into 

account as much as possible in the EUR policy on working hours and the number of working hours. The 

following rules have been adopted for this: 

 

1. With a full-time contract, the average working week is 38 hours. 

2. In principle, a working day consists of eight hours. This provision can be deviated from in 

consultation with the manager.7 

3. The start of activities in the morning is between 7:30 and 10:00 a.m., at the employee’s choice.8 

4. The end of activities in the afternoon is between 3:30 and 7:00 p.m., at the employee’s choice.9 

5. A break of at least 30 minutes is compulsory and is not included in the working hours. 

6. Any decisions on flexible working hours are to be discussed in close consultation between the 

manager and the employees. The decision power rests with the manager. 

7. In principle, no work is performed on Saturdays, Sundays, public holidays, and days on which 

EUR is collectively closed. Public holidays include New Year’s Day, Good Friday, Easter Monday, 
King’s Day or Queen’s Day, Liberation Day, Ascension Day, Whit Monday, Christmas Day, and 
Boxing Day. 

 

Part 2. Work locations 
EUR facilitates a workplace for all EUR employees, at one of the EUR locations. This workplace is the 

primary location where the tasks are performed, 10 with the exception of tasks that are bound to 

another location (e.g. education in a lecture hall). The following rules have been adopted with respect to 

the work location: 

 

1. In principle, all work is performed at the primary workplace. 

2. In addition to working at the primary workplace, work can be performed at an alternative 

location, which can be: 

a. at home; 

b. a third workplace, for instance abroad or while travelling. 

3. Working at an alternative location is not a right or obligation but rather an option. 

4. EUR facilitates the primary workplace. In the event of working from home structurally, EUR will 

take suitable measures to ensure the alternative workplace meets the ergonomic guidelines. 

5. Work cannot be performed at an alternative location if this is rendered impossible by the nature 

of the activities. 

6. After close consultation between manager and employees, it can be decided that the work is 

performed at an alternative location. The nature of the activities is taken into account in the 

                                                           
7 The HR advisory unit can be involved in this process. 
8 These articles have been included pursuant to Article 4:1 sub 2 of the Dutch Working Hours Act 

(Arbeidstijdenwet). The hours mentioned are leading. These hours can be deviated from in mutual consultation 

(see Part 1, Article 6 of this regulation). 
9 See footnote 8. 
10 When activities are performed outside opening hours of the EUR buildings, this could mean that work is 

performed at an alternative work location. 
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decision-making. The decision power rests with the manager. The decision can be changed or 

revoked at all times. 

7. If the manager decides that the work is not to be performed at an alternative location, this 

decision has to be motivated in writing by the manager to the employee (in conformity with 

Article 2 sub 8 of the Dutch Flexible Working Act, Wet Flexibel Werken). 

8. If work is performed at an alternative location, the employee will be responsible for: 

a. informing his/her colleagues and manager of his/her work location and working hours; 

b. being available for his/her colleagues and manager; 

c. meeting the stipulations on his/her own working hours (to prevent overtime). 

 

Part 3. Special provisions 
 

1. This regulation can be deviated from in the event of serious business interests or if business 

operations so require, and in exceptional circumstances that may have an effect on the work 

location and/or working hours (e.g. a pandemic).11 If this would lead to any problems, the 

employee and manager are to enter into consultations to find a reasonable solution. 

2. This regulation is to be interpreted from the perspective of the relevant provisions of the CLA.  

3. This regulation is to be interpreted from the perspective of the relevant legal provisions (e.g. 

Working Hours Act, Flexible Working Act, GDPR), and related EUR HR-policy (Safe and Healthy 

Work Environment).  

                                                           
11 For non-academic staff (support and management staff), see Article 4.3, paragraph 3 of the CLA. 
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Part 3. Informing, facilitating, and supporting 
 

The outlined frameworks and basic principles for blended working are wide and allow for customisation. 

It is proposed to develop information and facilities/support in the form of: 

 

1. Information 

a. Toolkit for managers; 

b. Toolkit for employees. 

 

2. Facilities 

a. Information about the ergonomic requirements of the home workspace and a checklist; 

b. Home workspace facilities and setting up the home workspace. 

  

3. Training possibilities 

a. Leadership in a world of blended working; 

b. Job crafting in terms of time/location. 

 

4. Other support, including: 

a. support concerning making blended working a subject of discussion and/or making 

arrangements at a unit level: 

i. Format team sessions (including the themes discussed by teams); 

ii. Blended Working Game (dilemma game, comparable with workplace game). 

 

1. Information 
 

Information is an important part of this policy. It is essential for the correct use of facilities for working 

from home, for instance. 

 

Since March 2020, information about working from home has been collected and compiled on MyEUR in 

the form of an information platform about working from home (EUR@Home). This platform can be 

extended with the information methods below. 

 

Toolkit: managers 

In the vision document and the blended working regulation, the responsibility for how blended working 

is used at a unit level (team, academic department, department, etc) rests with the managers. A toolkit 

can support the managers and inform them in this process. The toolkit will comprise the following: 

 Explanation of the vision document and the blended working regulation and what these actually 

mean for the manager; 

 More information about the legal obligation concerning adjustment of the work location 

(Flexible Working Act). Explanation about the motivations as to when a negative decision is 

made on a request for work location adjustment; 

 More information about the responsibilities of employees; 

 An overview of the subjects to be discussed with employees and/or at a unit level when 

arrangements are made on blended working: 

o Nature of the tasks within the team; 

o Presence (or moment at which the employee has to be present); 

o Staffing requirements; 
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o Allocation of certain tasks (e.g. education); 

o Communication about presence or absence; 

o Retaining social cohesion; 

o Sharing information; 

o Reachability; 

o Expectations about responding outside regular working hours (colleagues but possibly 

also students); 

o Monitoring the balance between work and private life. 

 An overview of available training for managers (participating themselves) and employees 

(suggesting training to their employees); 

 The next step for an employee, when his/her request for blended working is rejected by the 

manager. 

 Support concerning making arrangements or discussing expectations at a unit level, including: 

- an overview of the topics to be discussed; 

- two formats for team sessions to discuss the topics (one for discussing them briefly and 

one for discussing them more extensively); 

- a Blended Working Game that can be played with the team for discussing and 

identifying expectations. 

2. Suggestions for safeguarding social cohesion and collaboration in the team, such as: 

- organising (lunch) meetings to exchange knowledge; 

- using certain tools; 

- determining fixed days on which the employee has to be present; 

- determining fixed consultation moments. 

 Indicating that in the case of doubt, a manager can consult with the HR advisor of the respective 

organisational unit. 

 

Toolkit for employees 

In the vision document and the blended working regulation, certain responsibilities are placed with the 

employees. A toolkit can help employees assume their responsibility. The toolkit will comprise the 

following: 

 Explanation of the vision document and the blended working regulation and what these actually 

mean for the employee; 

 More information about the rules; 

 More information about the responsibilities of employees and an overview of suggestions and 

tools for assuming responsibility, for instance with respect to: 

o communicating where and when he/she works;  

o opening the employee’s own Outlook agenda; 
o commitment to the organisation and the unit; 

o information in the case of absence (remaining informed and keeping those absent 

informed); 

o a flexible disposition (e.g. being present when work renders this necessary, also on a day 

on which the employee is not supposed to be at the office); 

o the workplace elsewhere and compliance of the workplace with the applicable 

standards; 

o watching the employee’s own limits. 
 An overview of the subjects the employee can discuss with his/her manager and/or team, such 

as: 
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o Nature of the tasks within the team; 

o Presence (or moment at which the employee has to be present); 

o Staffing requirements; 

o Allocation of certain tasks (e.g. education); 

o Communication about presence or absence; 

o Retaining social cohesion; 

o Sharing information; 

o Reachability; 

o Expectations about responding outside regular working hours (colleagues but possibly 

also students); 

o Monitoring the balance between work and private life. 

 The next step for an employee, when his/her request for blended working is rejected by the 

manager. 

 An overview of the resources and facilities available with respect to blended working, such as 

tools, and referring to the location where a clear explanation is provided; 

 An overview of available training on blended working (e.g. Job Crafting in Terms of 

Time/Location). 

 

2. Facilities 
 

In May 2020, a part of this policy (i.e. the process of providing home workspace facilities) was completed 

within the framework of the social distancing-compliant university. The section on home workspace 

facilities has been included as an appendix to this policy proposal. 

 

It is recommended that this subject be discussed again in the future, because the adopted process for 

facilitating home workspaces is temporary. The use of the Personal Career Budget (PCB) is not a 

permanent solution, for instance. 

 

3. Training possibilities 
 

The communication technologies required for blended working can also lead to interruptions, 

distraction, and the feeling of having to be reachable at all times. For this reason, new skills are needed, 

such as self-regulation and job crafting in terms of time/location. Therefore, it is recommended that 

training is developed and provided and that the training already existing is highlighted. Skills can also be 

developed as part of a larger whole, such as a leadership programme. 

It should be noted that within the framework of the corona crisis, some training sessions have become 

available via TOP and GoodHabitz, namely ‘Working from Home Effectively and Pleasantly’, and 
‘Working and Cooperating Online’. 
 

Leadership 

Four leadership values are described in Strategy 2024: trust, respect, transparency, teamwork, and 

connectedness. Our leadership values are dealt with in the existing leadership programmes at EUR. As 

leadership with trust is the basis for blended working, the leadership programmes will meet the training 

demand with respect to leadership to a large extent. 

 

It is recommended that supplementary (online) training/e-learning for managers is developed in 

collaboration with TOP. In the new training ‘Leadership in a World of Blended Working’, managers learn 
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how to use the theme of blended working in their organisational unit. The training focuses on leadership 

values, such as trust and leadership styles (result-oriented managing, managing in a coaching way). In 

addition, several specific possibilities of making relevant aspects (reachability, collaboration, etc) a 

subject of discussion are dealt with. Managers are assisted in their considerations and the follow-up. 

Example: a manager opts for not making any individual arrangements in principle but decides to discuss 

the expectations at a team session. The trainer will help the manager to bring this about. 

 

Job Crafting in Terms of Time/Location 

It is recommended that (online) training/e-learning for employees is developed. In the training ‘Job 
Crafting in Terms of Time/Location’, the following is focused on: 

 Explanation of blended working and the balance between work and private life; 

 Relevant competencies for blended working (self-direction, discipline, watching and indicating 

limits) and self-test: relating competencies to one’s own personality and working method (e.g. if 
indicating limits is difficult, one has to realise that the threshold in a remote situation is even 

higher); 

 Discussing the risks (mental and physical health, reachability, etc); 

 Making a personal plan (consistent with the possibilities of the unit the employee works in). 

 

The training ‘Job Crafting in Terms of Time/Location’ specifically focuses on communication to 
employees. The training is provided for support purposes and should have a positive approach. 

 

4. Other support 
 

Taking the following steps is recommended in addition to the information above and the training 

possibilities: 

 Developing specific support for making blended working a subject of discussion at the level of 

the unit (team, department, academic department). 

 

Other support: making blended working a subject of discussion 

Since making blended working a subject of discussion is essential, active support for discussing blended 

working at a team level is recommended. This is why the following should be developed: 

 Format for team sessions 

o Subjects that are to be discussed by the teams: 

 Nature of the tasks within the team; 

 Presence (or moment at which the employee has to be present); 

 Staffing requirements; 

 Allocation of certain tasks (e.g. education); 

 Communication about presence or absence; 

 Retaining social cohesion; 

 Sharing information; 

 Reachability; 

 Expectations about responding outside regular working hours (colleagues but 

possibly also students); 

 Monitoring the balance between work and private life. 

o Various options to put these subjects into practice; 
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o Possibilities of identifying the wishes and competencies in the team so that these are 

clear in the team and to the manager. 

 Blended Working Game 

A game (possibly in the form of an app) in which the subjects above can be discussed playfully 

and interactively, for instance by means of dilemmas. 
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Appendix 1: Home Workspace Facilities 
 

If there is a situation in which we will be working from home longer and maybe more structurally, there 

will be a duty of care, which EUR as an employer will have to comply with. EUR has a duty of care with 

respect to setting up an ergonomically sound home workspace, at any rate for those performing screen 

work for at least two hours per day.  

 

This duty of care is complied with in the following way: 

1. Informing and instructing 

a. Overview ergonomic requirements; 

b. Self-assessment home workspace; 

c. Information film (under development); 

d. Training (whether or not compulsory) (under development). 

2. Workplace inspection (in the event of complaints) 

a. Taking stock of the respects in which the home workspace is not satisfactory; 

b. Assessing individually what is required, e.g. monitor, keyboard, mouse, height-

adjustable chair and/or desk, foot rest, height-adjustable non-reflective monitor (or 

laptop stand), sufficient lighting, or other tools;  

c. Are there any other ways to mitigate complaints, for instance with the assistance of a 

company physiotherapist?  

3. Facilitating home workspace 

a. On the basis of a checklist, the employee indicates to the LG what is needed. LG 

encourages the team to indicate their needs; 

b. On the basis of workplace inspection (see above). 

 

For the long term, a process needs to be set up for making home workspace facilities available. There 

are several aspects that should be considered. For the process of making home workspace facilities 

available, it is important that the employee’s privacy is observed. It may be considered to draw up a 
home workspace agreement or to have a workplace check/inspection conducted by an external party. 

Meanwhile, we can rely on the employee to take the initiative to test the workplace (see above) and 

raise the alarm if something is wrong. The employer has to give proper instructions on the workplace 

set-up, with the manager keeping his/her eyes and ears open for any signals from the employee. 

Working from home is also part of the Risk Inventory & Evaluation (RI&E).  

 

Which facilities are available to make working from home possible? 

It is proposed that home workspace facilities are facilitated in the ways already existing. This means the 

following: 

1. Collecting the required facilities from the department; 

2. Ordering via the catalogue (the costs for home workspace facilities are paid from the budget of 

the respective department; the facilities are the property of EUR); 

3. Using Personal Career Budget (employee is owner of the facilities). 
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Appendix 2: Home Workspace Facilities (communication, Campus Protocol EUR) 
 

Ensure a good workplace and work posture 

On EUR@Home and below you can find HR information about a good workplace and work posture. 

Would you like to know whether your home workplace meets all ergonomic requirements? Then do the 

self-assessment12. 

 

Make sure you have a healthy posture with enough variation. Avoid prolonged laptop use (max. 2 

consecutive hours) without moving. Try to leave your desk regularly and take a short walk. This will 

increase your concentration and mental fitness. Install the break program Ctrl@Work on your laptop to 

take regular breaks and perform exercises. 

 

Set up your workplace properly: 

1. Adjust seat height: Feet flat on the ground, knee makes an angle of 90-110 degrees. 

2. Table height: at elbow height so you sit relaxed. 

3. Armrest height: Just under the table top so you can get close enough to the desk for 

comfortable working. 

4. Tilt the back of your chair a little backwards for good support. The backrest should be adjusted 

between 90 and 120 degrees. 

5. Screen height: the top of the screen should be slightly below eye level. 

6. Distance to the screen: at least 1 arm length. 

 

 

 
 

 

Facilities for working from home 

 

                                                           
12 https://my.eur.nl/nl/saml_login?destination=%2Fnl%2Feur-employee%2Fhr%2Farbeidsvoorwaarden%2Feurhome%2Fthuiswerkfaciliteiten 

https://my.eur.nl/nl/saml_login?destination=%2Fnl%2Feur-employee%2Fhr%2Farbeidsvoorwaarden%2Feurhome%2Fthuiswerkfaciliteiten
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Is your home office incomplete? 

1. Discuss with your manager whether it is possible to pick up the necessary facilities from your 

own department. 

2. Discuss with your manager whether it is possible to order the necessary facilities via the 

Catalogue. The facilities then remain the property of the EUR. 

3. Are options 1 and 2 not possible, and/or do you want the facilities to be your property? 

Consider using your Personal Career Budget (PCB) to purchase the necessary facilities yourself13. 

 

Don't know exactly which home working facilities you need? Then do the self-assessment and view the 

available information on MyEUR about the ergonomic requirements.  

 

Do you have any complaints? Check with your manager or HR advisor to find out how to reduce your 

complaints.  

  

Do you have any questions? 

1. See if you can find an answer online in the FAQs or EUR@Home14. 

2. Contact your manager. 

3. Contact the servicedesk. 

  

                                                           
13 https://www.eur.nl/en/news-calendar/dossiers/corona#purchasing-of-teleworking-facilities-during-the-corona-crisis 
14 https://www.eur.nl/nieuws-agenda/dossiers/corona#faq 

 

https://www.eur.nl/en/news-calendar/dossiers/corona%23purchasing-of-teleworking-facilities-during-the-corona-crisis
https://www.eur.nl/nieuws-agenda/dossiers/corona#faq
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Appendix 3: Self-assessment Home Workspace 
 

This checklist aims to assess your work area and workspace at home, and is primarily focused on 

situations where a laptop is used to work form home. Completing this checklist is not mandatory, as its 

purpose is to provide the following information: information about the extent to which your home 

workspace meets the ergonomic requirements, and how you could make improvements. The self-

assessment can also help formulate a request for specific facilities. 

 

Name employee:  

Date:  

 

1. Characteristics of workspace area 
The questions below provide insight in the area in which you work, what requirements your workspace 

area should (ideally) meet, and suggestions to improve this yourself. 

 

1. Do you have a workspace area which is only meant / used for working activities? ☐ yes ☐ no 

Did you answer ‘no’? 

 If possible, create a space in your home which is only meant for working activities. This 

stimulates concentration and, depending on the workspace, can facilitate good sitting 

position (see question 5 through 9).  

 

2. Can you work at home in peace?  ☐ yes ☐ no 

Did you answer ‘no’? 

 If possible, create a space which can be shut off (for example a door, a ‘do not disturb’ sign). If 
this is not possible, try to find ways to work in peace (make arrangements with housemates, 

use headphones). By doing this, you can decrease ambient noises and distractions, preventing 

increased work stress. 

 

3. Do you have enough space in your home to set up your desk and chair in an 

ergonomically responsible manner? 
☐ yes ☐ no 

 

Did you answer ‘no’? 

 If possible, make room for a responsible, healthy workspace. Make sure there is enough space 

to: 

o Place your desk transverse to the window; 

o Place an ergonomically responsible (desk) chair; 

o Be able to come to and leave your desk with ease; 

o Have sufficient artificial lighting (for example: desk light). 

 

4. Are you able to influence/regulate the amount of natural lighting? ☐ yes ☐ no 

Did you answer ‘no’? 

 Make sure there is enough natural light, yet not too much. Prevent reflections of sunlight 

and/or too much contrast. You can arrange natural lighting through (for example) window 

coverings. It is best to place your screen adverse to the window.  

 

 

Did you answer ‘no’ for all questions above? Consider the possibility of working in another room and/or 
working on campus more often. 
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2. Facilities 
The questions below provide insight in the facilities you need to create an ergonomically responsible 

workspace and prevent (medical) complaints. 

 

5. Do you have a working surface (desk) which allows you to sit in an ergonomically 

responsible sitting position? 
☐ yes ☐ no 

 

Explanation: 

- The height of the working surface is adaptable and/or fits your body 

proportions,. 

- If the working surface is too high, this could also be compensated with a 

footrest. 

- The working surface is not too low. 

- The working surface is sufficiently wide (120cm) and deep (80cm). 

- The screen is placed in the middle of the working surface. 

- You can sit right in front of your screen. 

- The top of the screen is not higher than eye level. 

 

 

6. Do you have a (desk) chair which allows for you to sit in an ergonomically 

responsible sitting position? 
☐ yes ☐ no 

 

Explanation: the desk chair (height and depth of the seat surface, backrest and 

armrests) is adaptable and/or fits your body proportions. 

 

 

7. Do you have a separate keyboard? ☐ yes ☐ no 

 

8. Do you have a mouse? ☐ yes ☐ no 

 

9. Do you have a (separate) monitor, monitor stand and/or laptop holder? ☐ yes ☐ no 

 

 

Did you answer ‘no’ for one or more questions in the category Facilities (question 5 through 9)? Look for 
ways to arrange your workspace differently. Discuss what you need with your manager/supervisor. 

 

3. Urgency 
6. Is the facilitation of your workspace urgent (in your opinion)?  ☐ yes ☐ no 

Explanation: indicate whether there is any urgency, for example in cases of (medical) complaints. 

 

7. If yes, would you like your manager/supervisor to help you find additional 

solutions? 
☐ yes ☐ no 

 

Explanation: if possible, an additional solution can be sought. In cases of (medical) 

complaints, possibly an additional workplace evaluation can be conducted. 
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