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OVERVIEW 
 

To provide guidance and information regarding the requirements for working at home safely 

and looking after your wellbeing during the COVID19 lockdown. 

HEALTH, SAFETY & WELLBEING 

 

By staying at home right now, you’re doing a great thing to protect the health and wellbeing 
of all New Zealanders, including your whānau, friends and community. Ngā mihi, thank you. 

 
Keeping yourself safe and healthy during the lockdown is important, so we are providing the 

following information with important guidelines to be aware of. 

1. 5.17.3 Working from Home – Checklist 

2. Wellbeing in Self-Isolation 
3. Facts COVID19 & Hygiene Safety 

CHECK YOUR UNDERSTANDING 

✓ You need to stay home in your bubble to keep everyone safe 

✓ Sanitising and hygiene is vital for ensuring your health and safety, and that of others 

✓ Communication and staying positive is important for your mental wellbeing 

✓ Understand the importance of setting up your workstation correctly to prevent aches, pain and 

muscle tension 

✓ Understand that if you are having pain and discomfort stretch and move (staff to report it, so 

you can help) 

✓ Understand that if you are not well, or if you have come in contact with COVID19, you need to 

report it 

 
 
 
 
 
 
 

KEY RESPONSIBILITY 
People and Safety Team 
Managers 
All personnel working at home 

 

Wellbeing in Self-Isolation 

Working at Home Protocol - COVID19 

 

Wiri Business Association  
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STRUGGLING, UPSET, ANXIOUS or LONELY 
 

Talk to a fellow business owner, family member, friend, or check out the resources online. The mental 

health foundation have some great links and articles. Video calls on Messenger or Zoom are great as 

they provide face to face communication. 
 

Trained Counsellor: 

Free call or text 1737 to have a chat with a trained counsellor in New Zealand. The government has set 

this up for anyone who is struggling, and they are available day and night. 
 

Your staff: 

Pair them with a work mate or give them your details. Have regular Zoom meetings to check in on their 

wellbeing.  
 

1. WORKSTATION SET-UP 

 Chair:  

1. Can the height, seat and back of your chair be adjusted? 
2. Does the backrest provide support to your lower back? 
3. Does the seat provide adequate padding? 
4. Does the seat provide support for the length of your thigh when sitting to the back of the chair 

(i.e. can you fit 2-3 fingers between back of your knee and edge of the seat base)? 
 

Desk Height: 
1. Has your chair height been adjusted so your elbows are either at desk height or slightly higher  

than your wrists, and feet are fully supported on either the ground or footrest? 
▪ Raise or lower chair height; Add footrest 
▪ Readjust for footwear height 

2. Are frequently used items within easy reach (e.g. phone, keyboard and mouse)? 
▪ Rearrange position of frequently used items 

3. Does your desk top size accommodate your work tasks? 
▪ Remove clutter from desk space 

4. Do you have sufficient leg room under your desk? 
▪ Clear objects from under the desk 

Computer: 
a. Is your keyboard positioned directly in front of your monitor/s? 

▪ Adjust positioning of keyboard and monitor/s 

b. Are your shoulders relaxed when resting your hands on the keyboard, and head facing 

forward? 

▪ If possible, recheck chair height; reposition monitor; check posture 

c. Is the monitor at least arms’ length away? 

▪ Reposition monitor 

d. Is the monitor positioned so the top third of the screen is at eye level? Note: If wearing 

multi-focal lenses, screen should be positioned lower to avoid extending your neck back 

▪ Adjust monitor height. 
e. If using dual screens, are monitors equal sized and positioned at same height - either 

directly in front of you (i.e. screens touch in line with your nose)? 
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▪ Reposition monitor/s; Open your primary program onto 

your primary screen 

6. Is the screen adjusted to a comfortable level of brightness, 

contrast and font size? 

▪ Adjust monitor settings 

7. Is the mouse on the same level as the keyboard, within easy reach with your elbow by your 

side? 

▪ Reposition mouse to same level as keyboard 

▪ Move mouse closer to keyboard 

8. If using a laptop for prolonged periods of time, do you use an external keyboard and mouse, 

as well as either a laptop stand, or docking station? 

▪ Obtain proper accessories when using a laptop for prolonged periods of time 

9. If you regularly transfer data from hard copy to computer, do you use a document stand or 

holder, either in front or to the side of the monitor? 

▪ Obtain a document stand or holder 

Phone: 
1. Is the phone located within easy reach? 

▪ Reposition phone within easy reach 

2. Is a headset or earpiece used for prolonged/frequent conversations, or if 
keying/writing? 

▪ Obtain an approved headset  

▪ DO NOT SHARE HEADSET 

Workflow: 

 
1. Do you avoid staying in the one posture for long periods? 

▪ Vary posture as frequently as possible 

2. Do you stretch every 30-60 minutes? 

▪ Set reminders for stretch breaks or change posture 

3. Do you look away from your monitor to minimise eye strain and fatigue? 

▪ Every 20 mins look away - focus on a point around 7m away from you 

 

Physical Environment: 
1. Is an electrical Safety Switch (RCD) installed and used, and/or other electrical hazard controls 

been installed to prevent fire or electrical shock? 

▪ Use electrical equipment with a compliance tick. 
▪ It is advised that an RCD be fitted. 

▪ Use power boards fitted with an RCD. 
▪ It is recommended to use a safety switch that is hardwired in the home, or a portable 

one with an RCD; routinely test this per manufacturer's instructions. 
▪ Inspect electrical equipment for condition, do not use if damaged, and present for 

repair. 
▪ Do not overload power boards & do not use piggyback plugs. 
▪ Present flexible leads at work to be tested/tagged when possible. 

2. Are there any trip or fall hazards in your environment? 

▪ Make it safe 

3. Have you available appropriate first aid supplies to treat minor injuries? 

▪ First aid kit, band aids etc  
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4. Is the lighting, temperature, airflow and noise level adequate for 

the tasks you perform? 

5. Is there a process in place for you and your TEAM to regularly 

communicate around key aspects of work activities/schedules and WHS issues? 

▪ Agree and document a schedule for regular contact 

6. Are you aware of the process to report injuries, Early Pain/Discomfort, Near Misses and 

Hazards immediately, to your Manager by phone or face to face?  

▪ Understand the reporting process  

▪ Contact your manager 

7. Do you have appropriate emergency contact numbers readily available? 

 

WELLBEING IN ISOLATION 
 

It is important to understand how to look after your mental health and wellbeing when you have to stay at 
home. 

This is a guideline which has some ideas about things you can do to support your mental health & wellbeing 
while you’re in self-isolation to help you feel good and get through this lockdown period 

If you are feeling lonely; PLEASE call a family member or a friend and let them know. There are always people 
there to support you if you need. We ALL need help sometimes. 

 

“Stay connected, be kind (especially to yourself) & keep moving”  
“We’re going to get through this together”  

 
Wellbeing Tips:  
To help get you thinking about what will help your mental health during this time. 
These small actions are BIG mood-boosters; Find what works best for you and keep at it.  

▪ Stay Connected: Technology  
▪ Connecting with people and information is important. Self-isolation doesn’t mean 

cutting off all communication 
▪ Social media - limit your time to positive things which will influence your mood 
▪ News Diet - Stick to trusted sites for updates on covid19, and try not to watch all the 

time  
▪ Connect with family, friends, work colleagues with video chats, text, free messenger 

calls 
▪ Make it fun with digital shared lunches, zoom dress up days, Friday drinks, daily 

interaction funnies  
▪ Chat with neighbours over the fence, have a social drink on the footpath, maintain the 

2m rule 
 

“Take notice of things and people that make you feel good” 
▪ Eating healthy food, make time to cook and have fun doing it 
▪ Take notice of the beauty that is around you, outside your window or on a walk around the 

block 
▪ Taking time to thank people, and talk to people on your walks – maintaining the 2m rule 
▪ Pay attention to how you feel when you do these things and then try to do them more 

often 
▪ Stay connected with the people who make you feel good and you enjoy the most 
▪ Give to others - your time, recipes online, teddies in the window for the children in the 

neighbourhood, check on elderly neighbours and offer to collect their groceries 
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Keep Moving:  
▪ Get up, get out, walk, sit in the sun,  
▪ Do the garden to stay active 
▪ Spending time all day in bed and on the couch is not healthy - in fact it can alter your sleep 

patterns 
▪ Exercise is important as it helps your mind & body to release stress. Plus it gives you the 

energy & mood boosters to get you through. 
▪ Its ok to go for a run, walk or bike ride - just maintain the 2m rule 

 

Sunshine is Vital:   
Some Healthy Facts…. Why 15 -20 minutes of Sunshine is so important for you!  
 

Your Mood: Moderate sunlight exposure helps improve your mood and focus by boosting the 
serotonin levels in your body. Also known as the 'happiness hormone', it makes you 
calm and alert 

 

        Sleep  The brighter your daylight exposure, the more melatonin you produce at night, 

"Melatonin is a type of hormone that's produced by the pineal gland in the brain 

during darkness at night”. Also known as the sleep hormone, melatonin has "a range of 

effects on the brain, from improving sleep to synchronising your biological clocks, and 

lowering stress reactivity. 

 
Immune System:  Sunshine helps strengthen the immune system. Studies have found that Vitamin D is 

also very important in signalling the immune system. Regular sun exposure is one of 
the most robust ways to up active Vitamin-D levels in your body and can help beef up 
your immune system as well. 

 
Routines: Stick to routines, it sounds boring but it will help you get through each day. Go to sleep 

and wake up at the same time, eat regularly, shower and get some fresh air, read a 
book, schedule video chats, and try and have some fun! 

 
Learn to relax: This is important if you are feeling stressed or anxious. Finding things to help you 

breathe deeply, switch off and recharge your batteries are important and will help you 
feel better. Relaxing music, meditation, and yoga are all beneficial. 

 
 
 

FACTS - COVID19 & HYGIENE SAFETY 
 

Based on what is currently known about the novel coronavirus and similar coronaviruses that cause SARS 

and MERS, spread from person-to-person with these viruses happens most frequently among close 

contacts (within about 6 feet – 2meters). This type of transmission occurs via respiratory droplets. 

Current evidence suggests that this coronavirus may remain viable for hours to days on surfaces made 

from a variety of materials. Cleaning of visibly dirty surfaces followed by disinfection is a best practice 

measure for prevention of COVID-19 and other viral respiratory illnesses in the household, workplace, and 

community settings. 

 

 

 

 

https://www.healthline.com/health/depression/benefits-sunlight


 

 

 

Wiri Centre, 13 Inverell Ave, Wiri   PO Box 97 260, Manukau   P: (09) 262 0804   E: manager@wiribiz.org.nz   W: www.wiribiz.co.nz 

HIGH RISK  

The virus is thought to spread mainly from person-to-person. 
▪ Between people who are in close contact with one another (within about 6 feet). 
▪ Through respiratory droplets produced when an infected person coughs, sneezes or talks. 
▪ These droplets can land in the mouths or noses of people who are nearby or possibly be inhaled 

into the lungs. 

CAN SOMEONE SPREAD THE VIRUS WITHOUT BEING SICK?  YES  

HIGH RISK 
▪ People are thought to be most contagious when they are most symptomatic (the sickest). 
▪ Some spread might be possible before people show symptoms; there have been reports of this 

occurring with Covid-19, but this is not thought to be the main way the virus spreads. 

SPREAD FROM CONTACT WITH CONTAMINTATED SURFACE OR OBJECTS  

HIGH RISK 
▪ It may be possible that a person can get COVID-19 by touching a surface or object that has the 

virus on it and then touching their own mouth, nose, or possibly their eyes, but this is not thought 
to be the main way the virus spreads. 

HOW EASILY THE VIRUS SPREADS  

HIGH RISK 
▪ How easily a virus spreads from person-to-person can vary. 
▪ Some viruses are highly contagious (spread easily), like measles, while other viruses do not 

spread as easily. Another factor is whether the spread is sustained, spreading continually 
without stopping. 

COMMUNITY SPREAD 
▪ The virus that causes COVID-19 seems to be spreading easily and sustainably in the 

community (“community spread”) in some areas 
▪ Community spread means people have been infected with the virus in an area, including some 

who are not sure how or where they became infected. 

 
 
KEEPING SAFE - Stay at home in your bubble 

▪ Sanitising is vital – hand hygiene and other preventive  measures 
You must clean hands often, including immediately after removing gloves or touching surfaces/door 
handles that are possibly contaminated. 
Washing hands thoroughly all over, front and back with soap & water for 20 seconds is vital. It’s also 
important to DRY them 

▪ If soap and water are not available and hands are not visibly dirty, an alcohol-based hand 
sanitiser that contains at least 60% alcohol may be used. 

▪ Everyone should follow normal preventive actions while at work and home including recommended 
hand hygiene and avoiding touching eyes, nose, or mouth with unwashed hands. 

o Additional key times to clean hands include: 
▪ After blowing one’s nose, coughing, or sneezing 
▪ After using the restroom 
▪ Before eating or preparing food 
▪ After contact with animals or pets 
▪ After any other interaction, grocery shopping, deliveries 

 
 

https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/handwashing/when-how-handwashing.html

