TELEWORK ERGONOMICS GUIDELINES
Overview:
Ergonomics is the study of the relationship between people, their work, and their physical
work environments. San Diego State University Research Foundation (SDSURF)
employees who work remotely are responsible for helping SDSURF ensure that their
home workspaces comply with general ergonomic best practices. To help employees
meet that responsibility, SDSURF has compiled the following resources that employees
can use to meet ergonomic best practices while teleworking.
During telework, SDSURF employees are responsible to:
1.
2.
3.
4.

Utilize the Checklist: Adjusting and Adapting Your Computer Workstation
Adjust their workstation to fit their work needs
Vary work tasks throughout the work shift when feasible
Take frequent brief stretch breaks.

Employees should direct any specific questions or concerns to their immediate
supervisor.
SDSURF managers and supervisors of employees who telework are responsible
to:
1. Allow and encourage employees to vary work tasks when feasible
2. Support and encourage brief stretch breaks
3. Address specific employee concerns about ergonomics while teleworking on a
case-by-case basis, and bring them to the attention of SDSURF Risk Management
(sdsurfriskmanagement@sdsu.edu) if necessary.
Resources:
-

Checklist: Adjusting and Adapting Your Computer Workstation (attached)
This checklist is designed to help employees complete a self-assessment of their
workstations and make necessary adjustments to meet ergonomics best practices.

-

Ergo Break (attached)
This set of basic exercises offers employees guidance on how to stretch during the
workday, both during telework and while in the office.

These Telework Ergonomics Guidelines do not supersede or replace SDSURF’s
Workers’ Compensation information and/or its injury reporting process.

“ERGO BREAK”
Note: If you have had any recent health problems, injury, or surgery, or if any of these actions cause you any pain, consult a health professional before starting this program.

Finger and Wrist Flexor Stretch

1.

1.
2.
3.
4.

Hamstring Stretch

1.

3.

2.

1. Place your heel on ground in front of you with knee straight.
You may wish to stand next to something for balance.
2. Keep your back straight, look up at the ceiling, and bend
forward at your hips.
3. Hold for 10 - 15 seconds. You should feel a mild pulling
sensation. If you experience discomfort, then perform the
stretch more gently or with your foot on the floor.

Straighten your elbow with palm up.
Point your fingers toward floor.
Use your other hand to gently pull down on your palm and fingers.
Hold for 10 - 15 seconds. You should feel a mild pulling sensation.
If you experience discomfort, then perform the stretch more gently
or go back to the previous step.

Low Back Flexor Stretch

Finger and Wrist Extensor Stretch

1.

2.

1.

4.

3.

2.

1. Straighten your elbow with palm down.
2. Bend your wrist down and make a gentle fist.
If you feel discomfort in the back of your hand, then relax your fingers.
3. Gently pull down on the back of your hand.
4. Rotate your arm so that your hand is pointing away.
5. Hold for 10 - 15 seconds. You should feel a mild pulling sensation.
If you experience discomfort, then perform the stretch more gently or go
back to the previous step.

2.

1. Place your hands on your hips.
2. Gently lean back.
3. Hold for 10 - 15 seconds. You should feel a mild
pulling sensation. If you experience discomfort, then
perform the stretch more gently or go back to the
previous step.

Neck Shoulder Stretch

1.

1.
2.
3.
4.

2.

3.

Place hands in front of forehead with palms facing out. Take a deep breath in.
Pull elbows toward back pockets while rotating palms out.
Slowly exhale while squeezing shoulder blades together and drawing head back.
Once you have fully exhaled, hold for 10 - 15 seconds. Repeat for 2 repetitions.
If you experience discomfort, then perform stretch more gently or go back to the
previous step.
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