
The Ultimate 
Work From Home Guide

to Staying Healthy 
and Productive



The world is going remote! According to data, almost half of all employed Americans
(roughly 42 percent) are now working from home full-time. Chances are, you're probably
one of the many office workers transitioning to remote working this corona pandemic.  

Suddenly, you've found yourself shifting offices to home workspaces. If you're a first-time
remote worker, you have to make sure your office space is well-designed and equipped to
accommodate long hours of working demands. 

WFH can be challenging for others. It might be a struggle to be as productive from your
couch as you are from your office cubicle. Adjusting to the new environment and finding
the right work and life balance can be hard, and the set guidelines given by employers may
be different to each remote worker when practiced.

Transitioning to Remote Work

Be prepared to adjust to your new environment while working from home. One of the most
common challenges faced by remote workers is a lack of productivity. Not everyone has
the ability to self-discipline to work well remotely. It's hard to prioritize tasks and be
motivated without the time structure and people overlooking your work and schedule.
There might be a tendency to either slack off or overwork yourself too much! 

It can be challenging, but with the right equipment, space, and discipline, you can avoid the
common pitfalls of working from home. 

We've compiled a complete guide and checklist for you to become the ultimate work from
home warrior!
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https://news.stanford.edu/2020/06/29/snapshot-new-working-home-economy/
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Prepare Your Workspace

Work from Home Essentials

Choose a separate room as a dedicated workspace. You'll want to create a space that
balances both comfort and productivity. Make sure you leave adequate room for whatever
you anticipate needing.

To help you get started, walk-through the following recommendations:

  Area1.
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2.  Work Area Arrangement

3.  Natural Lighting

Ideally, your work area should have enough natural lighting. Natural light in office
spaces is associated with worker satisfaction and productivity with benefits such as
reduced eye strain, fewer reports of headaches, improved mood, and less drowsiness.

Make sure you're in a quiet space with no distractions and traffic.

When choosing your area, it should be somewhere that's not directly faced in front of a
wall or a glaring window. Ideally, it should be in an area that allows you to glance out of
a window now and then without too much glare from sunlight or lamps. You can place
indoor plants so you can relax your eyes from looking too much at your monitor.
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Find the Right Remote Equipment
or Tools That Fit Your Needs

Now that you have the right workspace area where you want to set up your home office,
it's time for you to choose the necessary tools and equipment to keep your job going
smoothly without distractions and discomfort.

The ideal remote tools and equipment you'll have to use will depend

on your ergonomic needs, and your company uses.

If you're unsure of what specifications best fit you, check out our recommended list to start.

You may need:

1-2 computer monitors
Working desk or table
Comfortable office chair
Headset or microphone
Webcam for virtual meetings
Mouse and keyboard
Strong and reliable internet connection
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A desk or table with a popper work height of 29 inches from the floor to the tabletop is
ideal. But this is just the standard measurement and there are many options in the market
with adjustable heights. 

To check if your table height is right for your body's comfort:

A standing desk (makeshift or bought) is also a great option to avoid having back pain from
prolonged sitting.

Additional tip! You can separate your desk areas into three working zones:

If you're using a desktop, this area is the small space outside your elbow to the area
between the keyboard and your monitor. You can place objects that help you stay
focused and are reachable only when you need them. Ex. Coffee/drinks, notes,
glasses, earphones.

Sit up straight and make sure your forearms are parallel to the ground.
When typing, check if your wrist is neutral, not bent up or down.
Your wrist should be in line with your forearm's plane with fingers slightly dangling
down to the keyboard.

This is the area from the edge of your table up to your keyboard. The tools and
objects you need the most while working should be placed within this area. Ex
Keyboard, mouse, calculator if required.

Primary zone:

Secondary Zone:

Personalize Your Workspace

Work Desk
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This is where you should not place highly used objects, so you don't get distracted
overreaching for stuff when you need them.

Third zone:

Third Zone Primary Zone Secondary Zone
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The keyboard should lie flat on the surface of your table and not inclined. Your wrist should
be in a neutral position with the elbow 90 degrees when typing.

An excellent way to check if your monitor is far enough is to:

Sit with your back in a neutral position with the chair, pulled in where you would
typically sit.
Straighten your arm in front of you.
The top of your monitor should be just below the eye level.
The monitor should also be titled 15 degrees to adequately accommodate your
eyes.
If possible, use a laptop riser or docking station to prop your laptop on. Also, use an
external keyboard and mouse if possible.

Keyboard/Mouse

Monitor
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Make sure you're using a swivel chair that will allow you to adjust heights between
38 to 54 cm. Also, the chair should have a 5-point base if there is castor.
Backrest: Backrest should have 50 cm in height that will allow you to recline
approximately 110 degrees. 
Seat Height: When measuring your chair specs, you can measure the height by
standing in your chair. Your seat must be at the level of your knee cap.
Seat Depth: This is measured from your buttocks to around 3/4ths the length of your
thigh, not touching your knee's back. 
Armrest: You should check if your chair's width between the armrests allows enough
room for your buttocks and legs and that you're not squeezed tightly. The armrest
should be adjusted to elbow height.

Office Chairs



Don't forget about your lumbar support pillow!

You need a comfortable pillow that stays cool and is made of breathable material. Also,
look for products with good reviews and deliver on comfort.

Try the RS1 and RS1-Soft as great additions to your WFH setup!

What's excellent about RS1 and RS1-Soft pillows is that they're comfortable, yet you can feel
well-supported. Each pillow is designed to adjust and fit your back curve's shape with a
unique arc contour shape, best for your lumbar area. These pillows can also be used at
your home office, in your car, or even as a bed pillow. Plus, they have a two side wide strap
design, so you feel well-supported without constantly adjusting on your chair.
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What our customers say about the RS1 and RS1 soft:

I was skeptical as I opened the box. I’ve been through so many that
were way too soft to actually support your lower back. This does the
trick. Even though it’s smallish it hits my back just right and does not
collapse after you’re on it for a while. Thanks for a product that does
what it’s supposed to do. Happy girl!

FINALLY A LUMBAR PILLOW THAT SUPPORTS!

L INDA W.

https://relaxsupport.org/products/rs1-lumbar-support-pillow-for-neck-and-back-pain-relief
https://relaxsupport.org/products/rs1-lumbar-support-pillow-for-neck-and-back-pain-relief
https://relaxsupport.org/products/rs1-lumbar-support-pillow-for-neck-and-back-pain-relief?variant=34146900639881
https://relaxsupport.org/products/rs1-lumbar-support-pillow-for-neck-and-back-pain-relief?variant=34146900639881


We understand that not all back are the same. That’s why we’ve made new products!

Our RS7 has the same size as RS1 but just in a different shape that fits those who want
more side support. It has the same level of softness and yielding cushion support as RS1.

If you're all about keeping your pillow secured in place, our RS13 is a great addition to your
ergonomic needs with adjustable two-sided anti-slip elastic strap.

You have to set fixed working hours when working from home. Make sure you
communicate well with your housemates and family members that focusing during your
working hours. Other errands or activities should be set outside your working hours.

Alert your housemates when you are working and maybe give them some visuals to
remember to keep out of your workspace when you're focusing on work. Make a sign or
visual reminder that you need your space and quiet. This practice can even extend to your
remote chat tools like Slack. Set yourself to '/away' so your team members know you are
having a break.

Choose what works best for your comfort needs

while working from home.
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Work Habits for Productivity and
Comfortable WFH Life

Set Your Boundaries.

Get dressed in something comfortable that you would typically wear to the office. Shower
and dress for work as if you were leaving your house. Put on a clean shirt, new slacks, and
shoes. You are going to work, after all.

Keep a structured and prioritized schedule. Make sure to stick to specific working hours to
avoid overworking.

Take a shower and get dressed for work!

Establish and keep a routine.



Even the most productive person feels burn-out.The right kind of break will allow you to
detach from work and fight off stress. 

Here are some activities you can do to:
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Meditate to help your
body relax and clear your

brain in silence.

Stretch or
walk in nature.

Take your dog on a walk,
or have playtime with

the kids.

Take scheduled breaks and recharge.

Time Tracking Apps

Using apps will help you track your time on different tasks, monitor your productivity, and
catch up with your teammates to avoid isolation.

Time Doctor
Calendar
Roadmap

Make use of time-management and communication apps.

Project Management AppsProject Management Apps

Meetings & Video Chat Apps

ClickUp
Basecamp
Proofhub
Slack
Meet Butter

Zoom
Google Hangouts
Skype
Join.me



Room is properly ventilated with windows.

Room is in a quiet, traffic-free area separated from other rooms.

Room is well-lit with natural-lighting. Option: Add plants that provide visual relief.

Desk is not facing direct glare from too much sunlight or lamplight.

Use this guide to check your work from home essentials and healthy
work habits. You can print this checklist to serve as your copy.

Comfortable swivel chair with adjustable seat height and back support.

Lumbar back support that fits well the small curve of your lumbar area; offers the
right pressure and cushion springs slowly back to original shape.

Desk or table with table top wide enough to accommodate computer/laptop and
other objects necessary for work. (e.g. phone, drinks, earphones, notes, pen).

Desktop or laptop computer.

Working mouse and keyboard.

Earphones or headphones preferably with noise canceling feature.

Fast, reliable internet connection.

Complete WFH Health and Productivity
Guide and Checklist

Workspace Layout and Surroundings

Remote Tools and Equipment
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Keep a structured and prioritized schedule with specific working hours to avoid
overworking.

Use of time management techniques and apps that records work time (hours and day).

Maintain an open connection with teammates and managers and check-in daily.

Shower and dress to work with comfortable clothes.

Ensure overall well-being is healthy. (e.g. eating healthy and regular meals, doing
weekly or daily exercise, walking in nature at least once a week).

Have water and healthy snacks within reach to keep the body hydrated and energized.

Follow health guidelines such as social distancing.

Work Habits for Productivity and Comfortable WFH Life



You deserve a work-from-home life that makes you happy and motivated.
Depending on how you interact with your working space and computer,
WFH could be a success if you find the right tools. Discovering what you

need, preparing the essentials, and keeping a healthy well-being is crucial
in ensuring your work from home life works best for you!

Set Yourself Up For Success with
Remote Working
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More Work From Home Guides and Resources:

Neck Pain Relief At The Workplace

Work From Home: Getting Comfortable

3 Stretches For Lower Back Pain Relief

Learn more on how to stay productive while working from home and tips to keep your
body work-from-home proof. Click the links below:

Are you aware that your sitting position is giving you bad
posture? Read more and learn what you can do to avoid
neck pain if your work requires you to sit for long hours.

Discover more about how to have an ergonomic
environment that is comfortable and help you
avoid having strains or pain.

Read more about the 3 simple stretching that you
can do to help relieve symptoms of your lower
back pain.

https://relaxsupport.org/blogs/news/neck-pain-relief-at-the-workplace
https://relaxsupport.org/blogs/news/work-from-home-getting-comfortable
https://relaxsupport.org/blogs/news/3-stretches-for-lower-back-pain-relief


Do you have a
question for us?

@relaxsupport

https://www.relax-support.com/

The Ultimate Work From Home Checklist -  bplans.com, 

Working From Home Checklist -  comcare.gov.au

Working From Home Checklist during COVID 19 - safetyculture.co

What can we do for you?

Email us at info@relax-support.com or
keep in touch through our socials:

Disclaimer: This guide does not provide you with any legal rights to any intellectual property in any
Relax Support products. You may copy and use this guide for your internal, reference purposes.
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