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EFFECTIVE & ERGONOMIC WORKING

Repetitive strain injury, neck pain and back ache are the most common ailments from poor posture at work. While you 
may not have a proper office desk and chair at home, there are steps you can take to improve the ergonomics of your 
working position. Effective work requires comfortable work!

•       CHAIR

Ideally, your chair will be height adjustable with arm rests. However, arm rests should not restrict good posture, sliding 
underneath the desk as required. If your chair has wheels, consider adding a non-slip floormat for safety. 

Check that your feet are flat on the floor and your back is straight. Lumbar support is important—a cushion can be 
positioned behind your lower back for extra support. Keep your knees in line (or slightly lower) than your hips. Aim for 
about 2-3 finger widths between the front of the chair and the back of the knees. When sitting at your work area, your 
elbows should be bent at a 90 degree angle. 

•       DESK OR WORK SURFACE

Not everybody will have the luxury of a personal desk for working at home all day. You may be sharing desk time with 
children or a partner. Whatever work surface you use, ensure the height is appropriate for your chair. 

A document holder will help maintain good posture and prevent neck strain. If you are using a laptop, keep some heavy 
books available and rest your laptop on top of the books at regular periods, standing up to work.

While natural light is welcome during the day, your desk or work area is best positioned at a right angle to the window 
to avoid glare.

•          COMPUTER & IT

Laptops give us great flexibility for working at home and staying connected. However, they are not great for posture 
unless we plan for careful use. A display monitor will give you a larger canvas to work with and reduce eye strain. 
Reach out with a straight arm and if your fingertip touches the screen, it is at the optimum distance. The top of the screen 
should be positioned at eye level or slightly below.

If you use a PC, the keyboard and mouse are best situated shoulder distance apart. For long periods of working from 
home, a wireless keyboard and mouse can convert a laptop into a more conventional office setting.

There are many options for file sharing and video conferencing, and you will naturally gravitate to your employer’s 
technology of choice. Do check with your employer about your data privacy and security. Their servers may provide 
protection or you may need updated anti-virus software. Viewing documents is much less data intensive than Netflix so 
your home data plan may be adequate, but check with your provider.

•         TELEPHONE

It can be tempting to hold your smartphone between your shoulder and ear while you are multi-tasking! Using a 
headset with microphone, the speaker function or even your earphones will save your neck from stress. When reading 
a smartphone screen, keep it held at chest, chin or eye level.
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SAFETY

•       HAZARDS

With all the extra technology at home, there will be more power cords to deal with. Ensure they don’t present a risk to 
you or your family. Position printers on a stable surface at waist height so you are not bending or stretching to retrieve 
print-outs. A first aid kit and working smoke detector are, of course, invaluable.

•       ELECTRICITY

Power outlets and powerboards can only cope with so much! In colder weather, fan heaters can easily overwhelm an 
already busy electrical supply. Surge protectors are a good investment and are readily available from office supply 
or hardware stores. If your home was built after 1991, it will have an electrical safety switch. Otherwise, a licensed 
electrician can install one. 

WELL-BEING

Your physical and mental health will suffer if you do not take care of yourself with downtime, exercise and human 
connection.

•       WORK LIFE BALANCE 

If the lines between work and home were already blurred when smartphones pinged day and night, the new working 
from home landscape is providing even more challenges. Getting dressed for work may seem like a waste of time and 
effort. After all, those video cameras can be turned off! However, providing a distinction between work time and home 
time can be helped with appropriate clothing, creating a routine and discipline.

•             PHYSICAL HEALTH 

Regular breaks and exercise are important. Fresh air and sunshine will reinvigorate the brain and provide some much 
needed vitamin D.

In theory, a balanced diet should be easier while working from home, with home prepared food the only option. 
However, it is easy to reach for unhealthy snacks in the well-stocked pantry that stands ready for a potential isolation 
stint. Consider spending your usual commuting time preparing healthy snacks or lunch for the day.

•       MENTAL HEALTH 

Last and by no means least, social connection is the biggest casualty of working from home. Chats in the break-out area 
and casual, unscheduled brainstorming sessions will be missing from daily work life. To overcome this, schedule social 
connections into your day. Arrange a virtual morning tea with colleagues, a video trivia night with friends or an online 
group fitness session. As working from home becomes the new norm, people are finding new ways to stay connected 
in creative ways. 

The attached checklist will help you work effectively and safely from home. Evoke Projects wishes you well. Stay safe 
and connected!
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                CHAIR 

• Allows feet to rest flat on the floor

• Straight back position with lumbar region supported

• Elbows bent about 90 degrees to desk/keyboard

• Wheels/feet that are safe for floor surface

• Arm rests that slide underneath the desk

 DESK or WORK SURFACE

• Compatible with your chair for ergonomic working

• Stand-up work option

• No glare from windows

• Document holder for document intensive work

• Adequate light for work tasks

 EFFECTIVE & ERGONOMIC WORKING

checklist. 
 COMPUTER & IT

• Display monitor (for PC or laptop) positioned at arm’s length from eyes

• Top of screen positioned at eye level or slightly below

• Keyboard and mouse shoulder distance apart

• Anti-virus software

 TELEPHONE

• Use a headset, earphones or speaker function

• Keep smartphone screen at chest, chin or eye level for reading

               SAFETY 

• No dangling cords or trip hazards

• First aid kit

• Smoke detector fitted and working

• Ensure electricity outlets are not overloaded

• Electricity safety switch

               WELL-BEING

• Get dressed for work

• Take regular breaks

• Stand up and move about/do posture exercises at least once every hour

• Spend at least 20 minutes outside every day
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