
 

HR Blog #2 - Creating a Workspace at 
Home 
For many, we are creating workspaces at home to do our tasks that we normally do in our offices, 

cubicles, or classrooms. We are now in week four of the Shelter In Place Order and, while we recognize 

the importance of limiting our interactions with those outside of our homes, we are learning new ways 

to connect with family, friends, colleagues, and students on a daily basis. We recognize that everyone ’s 

space is different, however, we encourage each of you to try to create a space to work that is productive  

and ergonomically appropriate. We also acknowledge that parenting or caregiving during this time adds 
an additional layer of complexity to our charge. 

The HR Team would like to offer some recommendations for you to consider as you work on setting up 

or refining your space for working remotely. Please take a look at the list below along with the resources 

and articles provided to help you in creating your ideal workspace. 

• Create an efficient work space: Find an area in your home that is quiet, clean and eff icient for 

completing your work. Ensure that it has all the tools you need for success!  Set up your 

designated workspace and be consistent. You can help maintain spine health by sitting on a 

chair or high stool, and staying off the couch. Couches usually does not have the appropriate 
spine support to work comfortably from. 

• Communicate expectations to others at home: Many of us are working at home with others 

around – communication about your work hours/needs are imperative to successfully working 

side by side with others at home. 

• Work at a neutral elbow height: To find your neutral elbow height relax your shoulders, 

bend your elbows at about 90 degrees (arms/shoulders should feel very relaxed/comfortable). 
Maintain your desk space slightly below the neutral elbow height. 

• Take breaks and walk around: Step away from your screen every hour for five minutes to walk 

around and reset your body and your eyes. Change your posture often to help prevent back, 
neck, and shoulder pain.  



• Follow the 20-20-20 rule: Every 20 minutes, look at an object 20 feet away for at least 20 
seconds to help prevent eyestrain.  

Resources/Articles: 

Check out the resources provided below and read more on the HR web page 

at https://www.cccoe.k12.ca.us/departments/human_resources . Our Employee Assistance Program 

also is available to help! The EAP is available by phone at 800-977-7593, or online 
at https://www.mhn.com/members and register with company code: cccoe. 

Resources/Articles: 

Ways to Make Your Work from Home Space More Ergonomic and Better for Your Back 

Working from Home Ergonomics 

Working from Home? Here’s How to Make Your Setup More Ergonomic 

How to Work from Home: 20 Tips from People Who Do it Successfully 

And as a reminder, we encourage everyone to follow CCCOE on social media and be sure to visit our 

coronavirus site for updates regarding school closures, employee/family communications, student meal 
information and our comprehensive Learning Resources site for students, teachers and families.  

www.cocoschools.org/coronavirus 

https://twitter.com/CoCoSchools 

https://www.facebook.com/cocoschools/ 

https://www.instagram.com/cocoschools/ 

https://www.cccoe.k12.ca.us/departments/human_resources
https://www.mhn.com/members
https://www.cnbc.com/2020/03/19/ways-to-make-your-work-from-home-space-ergonomic-better-for-your-back.html
https://www.ergonomicshelp.com/blog/working-from-home-ergonomics
https://nypost.com/2020/03/17/working-from-home-heres-how-to-make-your-setup-more-ergonomic/
https://blog.hubspot.com/marketing/productivity-tips-working-from-home
http://www.cocoschools.org/coronavirus
https://twitter.com/CoCoSchools
https://www.facebook.com/cocoschools/
https://www.instagram.com/cocoschools/

