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When working from home
Advice, tips & tricks

The coronavirus has partly shut down many countries,
and many of us have to work from home these
days. But how do we do this in the best possible way
away from colleagues and familiar ways of working?
We have gathered our best advice for a good routine on working from home

Setting up a good home office space
The table

It all begins with a good home office

When working from home, it is as important that you sit well, have proper lighting and vary your
posture throughout the day, just like when you are at your workplace. In practice, this means that
you need to be aware of your choice of table, chair and lighting.

Which table do you choose to sit at?

The table should have room for your laptop or keyboard, mouse and monitor and storage space on both sides of your laptop or keyboard. You should be able to rest your arms in front of the
keyboard so that your entire forearm is supported when you work. The surface of the table should
be matte to avoid light reflections.

How high should the table be?

The optimal height depends on your body, but a good starting point is a table height between 72
74 cm. You can test the height by allowing your forearm to rest on the table when you are in the
right position, which is:
• With a straight back
• Elbow joint bent 90 degrees
• Feet on the floor
If your table is too high, you will automatically lift your shoulders and thereby get discomfort from
your neck and shoulders. If the table is too low, you will inevitably round in the back, with resulting
discomfort in the neck and back.

Setting up a good home office space
The chair and lighting

Which chair should you choose?

It is important that the chair you sit in when you work is comfortable and that you do not get a
sore back from sitting in it. If you have one with wheels, it is an advantage, but you can also choose a dining chair or another chair that has armrests so you can rest your elbows on something,
and that way avoid getting sore shoulders and neck when you sit down and work.
The armrest should support your arms without lifting your shoulders, and there must be room for
you to get close to the table you are sitting at.
Make sure the chair is not too low or too high – you should be able to sit with both feet on the floor with an angle of about 90-100’ in the knees.

What about lighting?

Customize your lighting when you have a chair and table in place.
For ceiling lights, the light source should not be directly above you, as it may cause reflections in
the screen of your laptop or PC.
If daylight gives you adequate lighting, it is better than artificial lighting.
Your laptop or PC screen should not be positioned so that you have your back or face directly
towards the window, as it can cause reflections in the screen and will bother your eyes when you
work.

Move during the day
It gives you more energy
Take breaks

In a physical workplace, there are many natural breaks during a day - for example, at the coffee
machine or at the printer. It rarely happens naturally in the home office, especially if you live alone.
Therefore, try to take breaks so that your brain can get a much needed break during the day and,
for example, set aside time for a good lunch or a home exercise video during your day.

Get fresh air

Good advice for varying your
posture during the day

Remember to move

• Get up, or switch position once
every hour
• Do stretching exercises or other
types of exercises - see page 5

Fresh air is important for our health and it becomes no less important when we sit inside all day.
Make sure to open your windows at home several times a day and create full ventilation once in a
while to optimize your indoor climate.

For many of us, this situation will cause us to move less. Maybe you usually take our bicycle to
work, walk up and down stairs during your work day, or stop by the gym on the way home - and
now you’re ”just” at home. So it is time to think of alternative ways to get exercise into everyday life.
For example, take a 30 minute walk before the work day starts or try a workout app that has a lot
of shorter workouts to choose from such as Nike Training Club, Seven - 7 minute workout or FitOn.
For example, create a weekly schedule so you are sure to get exercise and movement into your
routine.

Easy stretching exercises for the whole body
- when you are working from home
The neck

The back

The upper arms

The legs

The shoulders

The hands

Neck stretch
Close your eyes and look down. Place
your hand lightly on your head and gently
bend your head to one side. Do the same
to the opposite side. Repeat 3-5 times.

Thigh stretch
Stand up, bend one leg back and grasp the
ankle. The knee should point down to the
floor. Keep stretching for 15-30 seconds.
Repeat with the other leg.
Leg stretch
Grab the chair seat and hold the balance,
tighten your legs and stretch them straight
out in front of you so that they are parallel
to the floor. Flex and pinch your toes together five times. Repeat 3-5 times.

Back stretch
Place your hands on the edge of the desk
and slowly move the back of your office
chair until your head is between your arms
and you look down at the floor. Pull back
up slowly. Repeat 15 times.

Push-ups against the wall
Stand facing the wall. Take a step back and
make bends against the wall. This exercise
increases blood circulation and stretches
the shoulders.
Shoulder Lift
Breathe in and pull your shoulders straight
up to your ears for a few seconds. Then
relax. Repeat three times to reduce tension
in the neck and increase blood circulation.

Upper arm stretch
Lift the arm behind the head and place your
hand on the upper back. Place the other
hand on the bent elbow to extend the arm
and shoulder. Keep stretching for 15-30 seconds. Repeat with the other arm.

:

Wrist scroll
Scroll the wrists 10 times to the left, then 10
times to the right. Repeat the exercise every
hour.
Finger Pull
Spread your fingers and hold for 5 seconds.
Then clench your fist hard for 5 seconds.
Repeat sometimes with both hands.

Tips on working routines from home
Set up a good framework for your workday

When working from home, it can be difficult to distinguish between working time and leisure. Therefore, it is a good idea to set a framework for when you are at work, when to take breaks and
when you are off. If you do not set a clear framework for your day, things can easily flow together,
and either you risk loosing focus, or you end up working non-stop for way to long. The last is the
classic danger of working from home - and a risky source of stress. So take regular breaks during
your work day and stay offline when you have time off.

Align expectations and create routines

When does the workday start, when does it end, when is there a break, and what tasks are there
that can and should be solved from home during the shutdown? When are you available? Here, it
is important to get expectations aligned with your manager and colleagues. For example to start
the day with a daily telephone or video conference, where you ”check in” and talk the day’s tasks
through or set up virtual sparring meetings with your manager or colleagues. Do you miss socializing with colleagues? Try to invite to a virtual lunch, almost as if you were sitting in th

Structure and communicate

Whether you work best with small sticky notes, a paper or in Excel sheets, it is a good idea to get
a structure for everyday living in your home office so you have an overview of the day’s or week’s
most important tasks and can check them off as you get them resolved. When we are not in the
same office, it actually requires more structured communication than we usually do. For example,
it may be a good idea to report to colleagues when you are logged off or not to be disturbed if, for
example, you need to work focused with something or have lunch so they know why you do not
respond to emails in that period.

To Do List

Tips on working routines from home
Work-time routine

You can easily fall into the comfort clothing trap and walk around in nightwear or jogging pants
all day when working from home. And while it’s nice, it’s sometimes a challenge for productivity.
Some can easily sit in cosy clothes and at the same time be just as productive as in the office,
while others need to mark ”working time” and ”cosy time” as something different - both physically
and mentally. Find out what works best for you.

Working hours and family time

If you have children who have also been sent home, it may well be a puzzle to make the day correlate with children’s needs, work assignments, homework assistance etc. We encourage you to
set aside time to be present with the children during the day, as well as setting aside time to work.
The better you can schedule it, the easier it will be to implement.

Stay motivated

There are employees who like to work at home, and there are those who do not like it, but all of
a sudden everyone has to. As a manager, you have to know how the individual employee feels
about the situation to maintain motivation. A good piece of advice can be to regularly take short
virtual meetings with the individual to follow up on how things are going. And as an employee,
proactively tell your manager if you experience challenges so that you can find solutions together

