
WORKING 
FROM HOME
SAFELY

CREATING TOMORROW TOGETHER

WHEN WORKING FROM HOME, YOUR SAFETY 
REMAINS OUR NUMBER ONE PRIORITY 

9. GET YOUR POSITION RIGHT
Make sure there is enough space to accommodate all your documents or other equipment - ideally 
at a desk or kitchen/dining room table. Make sure there is space under your table or desk to move 

your legs by positioning your chair so that you can maintain correct posture. Forearms should be 
approximately horizontal and ideally, your eyes should be the same height as the top of your screen. 

12. MOVE AND TAKE BREAKS
Organise or schedule regular rest breaks to prevent fatigue, eye strain, upper limb problems 

and backache. Stretch and change position at least every 30 minutes. Look into the distance 
from time to time, and blink often. If you’re on a conference call, walk around if you can. Try 

to keep to your normal work hours, and shut down your equipment at the end of the day.

4. USING YOUR KEYBOARD AND SCREEN
Arrange your workspace so that your screen is not directly facing windows/bright 
lights, to avoid glare or bright reflections. The height and position of your screen 
should be angled so that you sit comfortably and reflection is minimised. Keep a space 
in front of your keyboard so you can rest your hands and wrists when not typing, and 
try to keep wrists straight when you are typing. Position the mouse within easy reach.

3. CONTROL TEMPERATURE
An overly warm room makes you sleepy whereas an overly cold room can be 
distracting. Keep the room at about 25oc - it’s the ideal temp for a productivity zone. 

2. KEEP IT SIMPLE
Clear away possible distractions if you can and clear away clutter. 
Ideally, use a quiet room without a TV and with a door you can close.

1. SOAK UP THE SUN
Lighting can be a major influence on the comfort of your 
work space. Avoid artificial lighting as it can cause drowsiness. 
Natural lighting is your best bet for a full day of prodctivity. 

10. STAY WELL NOURISHED
Time is wasted heading back and forth to the kitchen all day. Keep healthy snacks at 

your desk such as nuts, raw veggies, and hummus. Drink water to stay hydrated. Try to 
stay away from coffee and sugary drinks/snacks that lead to a mid-afternoon slump.

7. BE INSPIRED
Inspirational quotes or pictures, taking a breath of fresh air in the garden and 

speaking to family or colleagues can really assist creativity and productivity. These 
sorts of activities can be the positive motivation you need to get through your day. 

5. PRACTICE GOOD HYGIENE
Make sure all your devices and work equipment is kept 
clean, including your mobile phone and keyboard - these 
carry the most germs!

6. INTRODUCE NATURAL WORLD
If you have any indoor plants, move them into your workspace. The presence 
of plants has a variety of benefits, including lower stress levels and reducing air 
pollution. 

11. GET DRESSED
Lounging around in your PJs all day may sound like heaven but you are more likely 

to be productive and feel confident when you get dressed for work. Plus, you never 
know when  a customer or colleague might want a surprise video conference call. 

8. LET THE MUSIC PLAY
If you have any tedious task, make them fun by having your favourite music playing in the 

background. When it’s time to focus on harder tasks, classical or instrumental music is the way to go.

Always switch your equipment 
off at the end of the day. Never 
leave it on standby, switch off at 

the wall socket!

Check your wires for potential trips, 
keeping wires hidden or taped down
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