
CORPORATE HEALTH & SAFETY 
TELECOMMUTING OFFICE SAFETY GUIDELINES 

Th i s  gu ide  p rov ides  e rgonomic  t i ps  and  recommenda t i ons  fo r  wo rk i ng  sa fe l y  f rom home,  t empora ry  
wo rks ta t i ons ,  o r  o the r  remo te  a reas .  Re fe rence  th i s  gu ide  to  he lp  Set  Up  you r  wo rk  a rea  sa fe l y ,  
p rac t i ce  sa fe  behav io rs  wh i l e  you  Per form work ,  and  take  t ime  to  Recover  t o  reduce  the  r i s k  o f  
i n j u ry  and  fa t i gue .  

Take  t ime  to  Set  Up  you r  home 
works ta t i on ,  so  t ha t :  

 When  sea ted ,  you r  f ee t  a re  f l a t  on  
the  f l oo r .  You r  t h i ghs  shou ld  be  
pa ra l l e l  t o  t he  f l oo r .  

 When  sea ted ,  you r  uppe r  and  
l ower  back  a re  suppo r ted .  

 The  top  o f  you r  mon i to r  i s  a t  eye  
l eve l  t o  m in im ize  head  t i l t / neck  
s t ra i n .  

Use  p rope r  body  a l i gnmen t  when  work i ng  f rom non -
s tanda rd  works ta t i on  env i ronmen ts .  

Per form  you r  wo rk  t o  m in im ize  s t ra i n  
t o  you r  wr i s t ,  neck ,  and  shou lde rs :  

 Your  shou lde rs  shou ld  be  re l axed  
and  you r  a rms  shou ld  be  a t  a  90 -
deg ree  ang le  (pa ra l l e l  t o  t he  
g round  w i th  wr i s t s  s t ra i gh t ) .  

 Main ta i n  p rope r  wr i s t  a l i gnmen t  
when  t yp ing /mous ing .  

 Use  you r  a rm  and  no t  you r  wr i s t  t o  
move  the  mouse .  

Options to Consider 

Monitor 

Elevate monitor/notebook to eye 
level. Use a notebook stand, box, 

or reams of paper.  

Footrest 

Support feet on a firm surface. Use 
a footrest, box, or reams of paper.  

Chair 

Adjust chair to support your 
lumbar. Use a lumbar support, 

pillow, or back rest.  
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TAKE TIME TO RECOVER 
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Since  we  w i l l  no t  be  work i ng  a t  ou r  no rma l  wo rk  l oca t i ons  and  works ta t i ons  w i th  a l l  o f  t he  
e rgonomic  equ ipmen t ,  i t  i s  essen t i a l  t o  t ake  more  f requen t  b reaks  to  a l l ow you r  body  to  recove r .  
Take  30 -second  m ic rob reaks  a t  l eas t  eve ry  30 -m inu tes  and  take  you r  regu la r  15 -m inu te  b reaks .  
U t i l i ze  t he  RSIGuard  S t re t ch  Break  So f twa re  to  reduce  the  impac t  o f  s t ress  and  fa t i gue .   

Pe r fo rm  the  fo l l ow ing  s t re t ches  as  needed  th roughou t  t he  day :  
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