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to work at home 
successfully  
#Fitathome

10 TIPS 

Choose a dedicated work space
Dedicate a specific room or surface in your home to work. If possible, adjust your chair and  
desk to the correct position to make sure your workplace is comfortable.1

Stay connected
It’s important to stay connected with your colleagues: check-in with you colleagues a few times a week to make sure everyone is 
aligned and set goals for the week. Maintain your regular team meetings etc., just make them online. 5

Structure your day
Act as if it is a normal day at the office. Segment what you’ll do and when over the course of the day.  
Create personal events and reminders in your calendar. 3

Take a break every now and then
Take a short break every now and then. Get some coffee or something to eat. Have a chitchat at the coffee machine.  
Just like a normal day at the office. 7

Pick a definitive finishing time
It’s a normal working day. So start and end as you would do in the office. Set an alarm, manage your agenda and stick to that 
as much as possible. If you experience a lot of distractions during the day, decide to work some hours in the evening. 

9

Listen to your personal clock: work when you’re at your most productive 
Some love to work early, some need some time to start up. Others prefer to spread their hours throughout the day,  
keeping their concentration tasks for the evening. Work when you feel you’re most productive. 2

Communicate expectations with your housemates
You might not be the only one (working) at home these days. Make arrangements with your children, spouse and other 
housemates so you will be able to work from home in an effective manner. 6

Plan, yet be realistic
Start with making a plan for the day, this will help you set goals and have focus. 4

Take a walk to clear your mind
Use your lunch break to clean your head. Go outside, play with your kids,  
take a short walk and revitalize for the rest of the working day. 8
Manage distractions 
Feel distracted easily? Then make sure you don’t have easy access to social media, WhatsApp etc. Notice when you get 
distracted and find a way to keep this to a minimum. For example use the silence modus on your private phone.
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Last but not least: be kind to Last but not least: be kind to 

each other, take care of yourself, each other, take care of yourself, 

and keep smiling :and keep smiling :))
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How to work responsibly when you are often 

glued to the screen

Now that working from home has become the norm, we are all 
confronted with working in front of a monitor much more than 
we used to. All meetings take place via MS Teams, but informal 
check-ins and stand-ups are also being performed online. This 
automatically leads to an increase of monitor work, and the 
following instructions are therefore essential. 
• Use your laptop for short periods only
• Use a separate mouse and keyboard for work that 

takes more time
• Alternate your other tasks and monitor-bound jobs 

throughout the day as much as possible
• Alternate ‘doing jobs’ and ‘thinking jobs’
• Plan movement breaks regularly; for instance, walk 

about during telephone meetings
• Perform stretching exercises every now and then to 

improve your circulation. 

Setting up your home workstation

Desk chair 

• Adjust the height of the chair so that your knees are at a 
90 degree angle.

• Adjust the depth of the seat using the adjustable back support 
and make sure that the backs of your knees are entirely clear 
(leave space for a fist) of the chair edge.

• The arm rest should provide effective support for your 
forearms so that you can type with relaxed shoulders. If you use 
a chair without arm rests you should be able to support your 
arms on the surface of your desk or table.

• Adjust the height of your desk in such a way that your forearms 
are in a horizontal position.

The angle between your legs and back should remain greater than 
90 degrees. This will prevent pelvic tilt, and will also make it easier 
to keep your back straight.
 
Desk

• Ensure that there is sufficient room under your desk for your 
legs and feet; there should be at least 80cm free forward length 
for your feet and 60cm of clear space to the left and right.

• Place the keyboard at a distance such that your upper arms are 
relaxed against your body when you are using the keyboard.

• Adjust the keyboard in such a way that your wrists are not bent 
while you are typing; folding the feet of the keyboard in or out 
may be helpful in achieving this. 

If you don't have an adjustable desk or chair, try to arrange for 
some other form of elevation so that you can rest your forearms 
horizontally on the table without raising your shoulders.

Screen

• Make sure that you are sitting straight in front your monitor 
and at the right distance. A viewing distance of between 75 and 
105cm is recommended for 21 inch screens.

• The top edge of the screen should be at or slightly below eye 
level so that your head remains in a natural position while 
you work.

Lely – a Great Place to Work – will be happy to provide the 
necessary resources to ensure that you can achieve an ergonomic 
set-up of your workplace at home. For example, if you need 
an extra screen, a desk chair or a headset, you can submit an 
application to the IT Service desk & Facilities through your 
manager. Contact the IT Service Desk (it-servicedesk@lely.com) 
for a screen or headset and Facilities (fm-servicedesk@lely.com) 
for a desk chair.

If you are currently experiencing physical problems or are in 
doubt about the set-up of your workplace at home don't hesitate 
to contact the #FitatLely team!

FAQs

I am sitting on an ordinary chair because I don’t have an 

adjustable chair. This doesn’t work very well, but what are 

my options?

• It is possible to borrow an office chair from the Campus. 
Arrange this in consultation with your manager and the 
Facilities department.

• If you don’t have an office chair, try raising your chair in some 
other way. The aim is to have your forearms on the table 
without having to hunch your shoulders.

I am used to working with two screens, but at home I have to 

make do with my laptop. This makes my work more difficult. 

What can I do? 

• Talk to your manager. You can ask for a second screen from the 
IT department. Send a ticket to IT asking for an extra screen to 
be installed at your home workplace.

I am experiencing physical problems during my 

working day; what can I do?

Try to move regularly during your working day; take a walk at 
lunchtime, do some stretching exercises. If this doesn’t help, get in 
touch with the #FitatLely team for further advice.

I don’t have an adjustable desk; what can I do?

• Use a stack of books to get your screen to the right height; use 
a stool or another stack of books for your feet to prevent them 
from dangling. 

I often have to attend Microsoft Teams meetings throughout 

the day. How can I keep this workable and fun?

• Try to plan some blocks of free time for yourself during which 
you can do something else. Plan telephone meetings as well, so 
that you can walk around outside during the meeting. If this is 
not possible, then try to schedule slightly shorter meetings (say 
45 minutes) so that you have some time to stretch your legs in 
between meetings.


