
 

 

In response to Stay at Home orders by state and local authorities, many districts have employees working  
remotely. While orders from local public health officials during the pandemic are temporary, an office setup, 
even remotely, should include good ergonomics. 
 

 Designated 
Space 

Create a space that can be dedicated for computer use. A desk or  

kitchen table would be ideal. Sitting on a bed or couch for long periods  

of time should be avoided. 

 Monitor 

If using a laptop try to place the screen about an arms length away  

(18”-30”) and keep eye level within the top 1/3 of the screen. If you need to ele-

vate the laptop, be sure not to block the vent on the bottom of the laptop. The 

use of an external monitor would be ideal. 

 Keyboard and 
Mouse 

Try to avoid using the laptop keyboard and mouse, as it would be difficult to 

maintain good ergonomic posture. If at all possible, use an external keyboard 

and mouse. The work surface should be at elbow height and wrists should be in 

a neutral position. Avoid extended reaches. 

 Chair 
If using a chair that cannot be adjusted, i.e. kitchen chair, remember to use a 

cushion to sit on and a rolled up towel for lower back support. 

 Phone Use a headset or speakerphone when making/taking calls. 

 Lighting 
Ensure proper lighting and avoid direct sunlight hitting the monitor to  

reduce eye stain due to glare. 

 Plan your Day 
Establish a schedule, i.e. set a routine. It’s a workday, try to eliminate distrac-

tions as best as possible. 

 Breaks 

Take regular breaks away from your work area. If you are able, take a walk or do 

stretches. Below are examples of stretches that can be done  

at home. Remember to hydrate and change your position regularly! 

 Training 

Take online training on TargetSolutions. A good refresher course is  

General Office Ergonomics. If you want CEUs, then take the timed Water 

Industry General Office Ergonomics class. A lot of information 

in this training can be applied to a home office setting. 

 Wellness Information can be found on the ACWA JPIA’s website Wellness page. 

 Additional  
Resources 

CCOHS Answers on Home Office – Simple outline of risks and solutions for 

home office. 

NIH Office Checklist – Office ergonomic checklist 

Back School Videos – Various ergonomic specific videos 

Letter of Interpretation, - OSHA explanation of employers responsibility for safety 

and health hazards for employees working at home.Mobile Office 

 Vehicle Ergonomic 
Resources  

Mobile Office – Ergonomics in the Mobile Office 

CRE-MSD  – In-Vehicle computing Ergonomics checklist 

HAVIS – Mobile Computing Ergonomics 
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https://www.acwajpia.com/training-2/#targetsolutions
https://www.acwajpia.com/wellness/
https://www.ccohs.ca/oshanswers/hsprograms/telework.html
https://www.ors.od.nih.gov/sr/dohs/Documents/Computer%20Workstation%20Ergonomics%20Self%20Assessment%20Checklist.pdf
https://thebackschool.net/resources/video-solutions-series
https://www.osha.gov/laws-regs/standardinterpretations/1999-11-15
https://www.travelers.com/resources/workplace-safety/ergonomics-in-the-mobile-office
https://www.travelers.com/resources/workplace-safety/ergonomics-in-the-mobile-office
https://www.msdprevention.com/resource-library/view/in-vehicle-computing-ergonomics-checklist.htm
https://www.havis.com/web_docs/Ergonomics%20in%20Mobile%20Computing.pdf


Using a table or counter with your equipment at the right height for you will place the least amount of strain on 
your body. Risk of injury decreases and you can work longer and more efficiently. 

                                    

1. Ensure you have proper lighting. 
2. Use headphones or speakerphone to reduce neck and shoulder strain. 
3. Use a box and/or books to elevate laptop to eye level to reduce neck strain. Remember not to block the 

vent on the bottom of the laptop. 
4. Use a cushion to sit on and a towel to provide lumbar support. The cushion can also be used to provide 

the proper height. The keyboard should be at elbow height and your wrists in a neutral position. Avoid 
extended reaches.  

5. Keep feet flat on floor or use boxes to provide foot support.  
 

                                  

2 

3 

1 

4 

5 

Use 
headphone

 

Use 
boxes/books 

to elevate 
laptop and 
keyboard 

Wear 
supportive 

shoes when 
standing 



 

References: UCSF Environment, Health and Safety; Ergonomics & Human Factors Program: Ergonomics Tips for 
Remote Work 

https://ucsf.app.box.com/s/d6l9rcbgc9j977ml5hx4ozv48rkagk96
https://ucsf.app.box.com/s/d6l9rcbgc9j977ml5hx4ozv48rkagk96
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