Working from Home – Workstation Set Up and Checklist
This document has been created to support employees of the Isle of Man Government who are working
from home as part of their flexible working arrangements.
Whether you are working from home using a government or personal device, how you intend to work from
that equipment should be given some careful consideration to reduce the risk of musculoskeletal
discomfort associated with poor ergonomics and postural support.
Whilst sitting on the couch or in a posture not replicating your workstation may be comfortable, over a
short period of time this can result in discomfort which can take much longer to treat. Frequent breaks
and attempts to make use of items around the home to create an ideal posture will be of benefit to your
health and wellbeing. For longer term support it may be necessary to purchase an operators chair and
more formal desk set up if you intend to integrate working from home part of your normal way of working.

Set Up – Chair
Whether it be an operators chair or dining room chair, the chair needs to be set up to ensure that you have
a good level of postural support for the task that you are carrying out.
To support a suitable position from the chair you are trying to keep your forearms level with the desk and
in a neutral position. If you don’t then you are going to compromise our upper limb comfort. If you are
having to make use of a chair that doesn’t adjust in height you may need to use cushions to pad out the
base and back.
We also need to make sure that our back is protected and our hips slightly above our knees to help our
lumbar curve. To achieve this posture you may need to use a foot rest.
The chair is the most important feature of your workstation and it is important that it is supportive for the
task that you are carrying out – reading, typing or sorting through paperwork.
The chair must support your posture. To support your spine and reduce discomfort and the load on the
lumbar area it is important to pad out any space between your back and the back of the chair. This can be
achieved by cushions and rolled up towels.
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Common Problem – no adjustable chair
Using items from around your home pad out what you do have. Ideally this is a dining room chair or a
seating chair similar. Rolled up towels will create some lumbar support to a dining room chair.

When you have no adjustable chair you really do need to get up and move often.
Common Problem – no foot rest
If you don’t have a foot rest you can make use of an item from around your home such as a box, ream of
paper, large book or biscuit tin.

Set Up – Display Screen
We need to be able to read what is displayed on our screen and if we can’t read it comfortably then we are
going to adopt awkward postures. These awkward postures could result in eye strain and musculoskeletal
discomfort particularly in the back and lumbar area.
If the screen is positioned centrally to us then we are less likely to bend or twist to read the screen.
The height of your screen should be that the top of the screen is in line with your eyes and the distance of
your screen is arm’s length away. Both of these distances will minimise awkward neck movement and is a
good distance away for reading text without needing to lean away from the back of the chair.
The screen size is important. If you are using a screen which is much smaller than your office computer you
will need to take additional micro-breaks with eye rests to reduce the risk of eye discomfort.
Common Problems – screen is low level as it is a laptop or I have no screen riser.
You can raise the laptop or screen with an item from around the home such as a plastic box, biscuit tin or
books. Just be cautious that if raising a laptop then this may generate heat and it would be a good idea to
place onto an item between the laptop and raised surface such as a place mat or tray.
When adopting this adjustment in height, you will only achieve good posture when you are using a
separate keyboard.
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Common Problems – I use dual screen in the office.
If you have one large screen (laptop/monitor attached to your laptop) at home then you may be able to
split the screen into two. Take a look at your screen settings.
If you are using your laptop screen do you have a monitor at home you could use or perhaps one that you
could borrow?
Although not ideal as glare could become an issue, a small TV could be used as a second screen to support
critical activity.
Common Problems – screen is too small
you are using your laptop screen do you have a monitor at home you could use or perhaps one that you
could borrow?
Although not ideal as glare could become an issue, a small TV could be used as a second screen to support
critical activity.

Set Up – Input Devices – Keyboard / Mouse / Number Key Pad etc.
Input devices should be in a suitable position near your body when they are in use. You should not be
overstretching to use them and the wrist and hands should be in a neutral relaxed position.

As a guide, these items should be – when in use – 10-15cm away from the body. This will prevent over
stretching and twisting of upper limbs to use the equipment which could result in musculoskeletal
discomfort in the shoulders, neck, wrist and hands.
Common Problems – no mouse or keyboard
If you are unable to find one in your home is it possible to borrow these items from either the workplace,
family member or friend. Having these items installed will make a difference to the overall set up of the
workstation.
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If you can’t get these devices immediately, ensure that you take regular comfort breaks or rotate your
tasks.

Set Up – Task Breaks
Whether you have the perfect setup or are fixing up a workstation with what you have around your home
it is important to include breaks into your working day.
Employees are expected to incorporate breaks which allows for




Movement to avoid fatigue and discomfort from the static posture
Resting of the eyes – look into the distance and allow your eyes to return to their natural state of
vision rather than focused
Micro breaks throughout the day – shake your hands, stand and stretch and look into the distance

These breaks all help to reduce fatigue, discomfort and help to remain productive whilst working from
home during this time. Employees are expected to and are responsible for ensuring that task breaks are
adequate for their working hours and set up.
Guide for task breaks:
Desk Set Up
Good DSE Set Up
(Desk, ergonomic
chair, separate
keyboard/mouse)
Compromised Set Up
(Laptop/Tablet – no
separate input devices
such as
keyboard/mouse)
Mobile Device (low
input) - Phone

Break Recommendation
Movement and eye breaks every 20 minutes
Standing and stretching every hour

Remember movement is really important, if you find yourself using a tablet
intensively for more than 10-20 mins take a short break, stretch your hands,
shoulders and neck and look into the distance to relax your eyes.

Whilst on Telephone Calls:
Swap and move the device between hands, shoulders and neck
Make use of a headset/ear phones.
Checking e-mails and responding:
Short duration only.
There are a number of activity sheets within the useful resources section which will provide guidance on
desk based exercises. These activity sheets have been developed to help reduce the risk of discomfort in
the back, neck, shoulders, fingers, wrists and forearms.
Common Problems – lack of movement
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It is the responsibility of the employee to ensure that frequent breaks and stretches are taken and carried
out away from the work equipment.
This is particularly important when there is a poor basic set up which may well be the case during this time.
The worse posture you can have is a static posture without breaks and stretches. You should try your best
to incorporate these so that you can be comfortable and pain free for the short time that you are working
from home.
If you are unable to do so, you should discuss this with your manager.

Set Up – The Working Environment
Whilst working from home you will have a number of different areas of the home where you can
incorporate some active working. Do you always need to sit in front of your device?
Why not move away from the dining room table and chair and take the phone call whilst sat on your sofa
or in your comfortable chair? You could also sit somewhere else in the home to read through paperwork
or review a few simple documents on a tablet – returning to your laptop to interact with the document you
are reviewing.
By working actively you are introducing mini breaks and will find that you are more productive.

Checklist - The Work Environment









Check the level of light is suitable for your working activity. The lighting level should be sufficient
for visual tasks to be completed without eye strain. Greater light levels are required for tasks
which require very fine visual detail. Natural and artificial lighting should not create reflection or
glare onto the computer screen or work surface. You may need to reposition a lamp, close window
furnishings or tilt/swivel screen to support your lighting requirements.
Check that there is sufficient ventilation and thermal comfort. Dress for thermal comfort and make
use of heaters and windows when necessary.
Check the location and height of furniture you intend to use for workplace activities. Is the location
and height supporting your comfort or does it introduce glare or block your ease of escape?
Check any walkway routes are clear of clutter and trip hazards such as training electrical cables and
pulled up carpet
Store documents and books appropriately
When using a laptop make use of a separate keyboard and mouse to encourage good ergonomics
whilst using the temporary workstation
When using a laptop with separate keyboard and mouse, raise the laptop from the surface by using
a screen riser/books – this is to avoid neck discomfort
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When using a screen, work with the screen directly in front of you with the top section in line with
your eyes and the distance no further away than arm’s length
Chair set up should ideally provide a suitable position and back support. Allowing for:
o Forearms to be level with the desk
o Hips above the knees
o Supporting the curves of your back and taking some of the load

Checklist - Communication




Agree with your manager expectations for maintaining contact with colleagues. Discuss how you
will communicate and how frequent. Consider all means – telephone, email, Microsoft Teams and
WhatsApp for example.
Discuss with your manager any concerns about the working environment and keep your manager
updated on any changes – illness, network poor, musculoskeletal discomfort and difficulties in
maintaining work-life balance as examples

Checklist - Work Practices







Take frequent breaks – especially when unable to achieve a good ergonomic work station set up.
Use diary reminders to take stretches.. ErgoMinder is a good app to use – see below useful
resources for a quick link.
Keep wrists upright whilst typing and make sure they are not resting on any surface whilst typing
Sitting posture is upright or slighting reclined, maintaining slight hollow in the lower back
Use your hand to hold the telephone or wear earphones to avoid cradling the phone
Break up long periods of continuous computer use by carrying out other tasks – read through any
paperwork/make phone calls

Checklist - Mental Health







Set up your workstation and establish boundaries around your work hours with your partner,
children and others who you share your home with
Schedule regular meetings and catch up with your manager and colleagues to help maintain
contact and working relationships
Stay connected by phone, e-mail, video conference, WhatsApp and Microsoft Teams
Use outdoor spaces where possible when you take breaks and try to incorporate some exercise or
other activities as part of your working day
Play music or listen to the radio to create a harmonious working environment
Identify potential distractions and put strategies in place to minimise them, for example separating
your workstation from the rest of the house
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Checklist - For roles that will require physical activity – moving of
boxes/resources/preparing literatures-booklets-packs





Take appropriate breaks to ensure repetitive actions are not continued for long periods
Breaks must involve stretching and changing of posture and possibly alternating activities
Make sure any lifting, pushing or carrying is well within your physical capability
Use trolleys or other mechanisms to move heavy and awkward items

Useful resources
Scan the below and download an app to prompt breaks and stretches. Useful
prompts will be displayed – for example:

Stretch your arms forward and rotate wrists – hold it for 5 seconds

Tilt your head forward and relax back of your neck for 10 seconds –
repeat 3 times

Sit on the edge of your chair. Raise your right leg and hold for 10
seconds – repeat 2 times. Switch legs.

Laptop Ergonomics – Basic Tips – Adult
or Child Laptop Use

https://www.youtube.com/watch?v=ZLwIP8cBaWA

Helpful hints for working from home
short term

https://www.posturite.co.uk/media/pdf-downloads/HomeworkingSolutions_Infographic.pdf

Guidance for using portable
communication devices – smart phones

https://www.posturite.co.uk/media/pdf-downloads/PortableCommunication-Device.pdf
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Guidance for using tablet devices

https://www.posturite.co.uk/media/pdf-downloads/Tablet-Advice.pdf
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