
 

 
 

As the COVID-19 situation continues to escalate, we are faced with the possibility of having to work from 
home, either because we are self-isolating or our business has taken this step with regards to social distancing. 
 
Below are some ways in which you can put together a home office. These are the ideals – although it may be 
that the situation you find yourself in is far from ideal and you may have to compromise on some of these 
points. With this in mind, we have added some possible workarounds. If you have any improved solutions let 
us know. We are the nation of innovation after all. 
 

Position your work-station/desk with access to natural light; below a window is ideal. Natural light is beneficial 
to the reading ability of your eyes, and studies have shown that productivity is increased when working with 
natural light. 
 

Having fast broadband is important to work at home. Waiting for your computer to ‘catch up’ may present 
opportunities for distraction which will lead to lower productivity. If you don’t have ultrafast now is the time to 
upgrade. 
 

When plugging in your laptop or desktop computer use a surge protector. Power surges are very brief but are 
considered to be the most destructive force to circuit boards and components in your computers. 

 

If you have a desk, it’s important that you get the set-up right as it will be your primary work area. There is no 
right desk, it is down to personal preference, but ensure that it suits your type of work. Ensure that it is large 
enough that you don’t need to pile up paperwork, books or files. A cluttered work environment is frustrating 
and can undermine your motivation. 
 
If you don’t have a desk, consider moving your kitchen table to another room for a while so you have a quiet 
space.  
 
The human body is not designed to sit down for eight hours a day, so wherever your workspace, remember to 
get up and move around. Remaining sedentary for long periods of time will lead to long term problems such as 
back and neck pain, bad posture or spinal injury. Break up your working day with periods of movement.  
 
An alternative would be a standing desk – consider using the breakfast bar in your kitchen for a while; great for 
a short duration break from sitting down. 
 

Laptops are not designed for long term use and it is not advisable to sit on the couch with it on your lap. You 
will very quickly develop beck pain and sore shoulders. When used on their own, portable computers are best 
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used for short, intermittent periods of work. For longer periods it is better for you to add additional, external 
hardware such as a keyboard, mouse. If you have a home PC (desktop), could you use the screen, keyboard 
and mouse? This will give you the ability to multi-screen if you need to, but also you will be far more able to 
work for longer periods without developing any aches and pains. 
 

Keep your workspace as clear as possible. If you find yourself getting cluttered, reorganise. Arrange some shelf 
space, reduce paper-based resources as much as possible, and clear your space completely before you finish 
for the day – this means you have a fresh space at the start of the next day. 
 

As with desks, there is no right chair, but it should support your body shape and encourage proper posture. 
Sitting for lengthy periods of time places undue stress on the lower back. A well-designed chair will let you sit 
in a balanced position. 
 
If the only chair you have is from the dining room use cushions to support your lower back. Make sure you are 
comfortable whilst you work and get up and walk around regularly. 
 

Whilst natural light is best, having artificial light to supplement it is sometimes unavoidable. Table lamps are a 
great way to do this but ensure that you have bulbs that give off a more natural bright white light i.e. full 
spectrum bulbs. When positioning your lamp make sure the light does not cast obvious shadows or reflect off 
your screen. 
 

The hardest part of working form is distractions from family and other household activities. It takes roughly 23 
minutes to get yourself back on track after being interrupted. It is vital to set boundaries with your family. Give 
yourself firm working hours and discuss it with your family, let them know that you will take breaks at certain 
times and try to stick to them. 
 
For this reason it is best not to set up your office space at the dining room or kitchen table, as they are high 
traffic areas and interaction with the rest of your household is unavoidable. A spare room or bedroom is ideal. 
 
It is important that you and your business understand that you may not be as productive at certain times at 
home (especially if you are looking after children). It is an unfamiliar work environment that may not be suited 
to full time work, but you can make it work for you. 
 
Accept that at times where you would be working in the office may be downtime at home and vice versa. Your 
usual work tasks may need to be achieved with some flexibility such as early morning before the family awakes 
and later in the evening when they are asleep. Remember to do what is right for you.   
 
Worrying about doing too much or not enough can be a constant challenge in our mindtalk, so be kind to 
yourself. You may find that the stress of isolation and the lack of social interaction affects your concentration 
for long periods of time. Take short breaks, often. Phone, FaceTime or Skype your colleagues to discuss ideas 
and find support. If you are struggling, let your business know, they will help. 
 

For further information regarding any aspect of Health and Safety please contact The Chamber: 

• Helen Mason | email helenm@cecc.org.nz | phone 03 353 0304 

• Alan Boswell | email alanb@cecc.org.nz | phone 03 353 0308 
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