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[bookmark: ergo]Ergonomic guidelines for employees working from home (telecommuting)
1. If you have not already completed the Fermilab Computer Workstation Ergonomics training, do so now: 
0. https://www-esh.fnal.gov/pls/cert/schedule.show_course_details?cid=8959&fid=00000X 
1. Try to duplicate your home office set up similarly to your work office set up; as close as possible and feasible. 
1. Do not work directly on laptops for extended periods of time.  There is evidence that shows that prolonged exposure to working directly on laptops can lead to musculoskeletal issues in the neck, shoulders, wrists and/or hands.  
1. You should be able to sit comfortably, having your keyboard and mouse at/near your elbow height, and the top of the monitor/laptop be close to eye level. 
1. Bring your keyboard and mouse from your work location to your home. 
2. It is recommended employees disinfect any equipment they are bringing home before removing from the work location. 
2. Utilize an external monitor if you have one available.  If not, prop up your laptop to eye level as if it were a monitor.  Just use the laptop as a “monitor” along with a keyboard and mouse. 
1. Talk to your supervisor about ordering a keyboard and mouse if you do not have them available to use at home.
1. Use items you already have available at home, such as books, boxes, pillows, cushions to help optimize set up.  For example:
2. If a good ergo chair is not available, utilize pillows or cushions for added support as well as a tool to raise your sitting height to better match the height of your table.  Do not create another hazard in the process. 
2. If foot support is needed you can use a cushion, box, or books on the floor as a footrest
2. Books or reams of paper can be used to raise your laptop or monitor to eye height.
1. Take frequent breaks by setting up reminders in your calendar.
3. It is recommended to take a 10-minute break every hour.  
3. Try to fit in some quick exercises or stretches during your break. If the weather is nice, take a stroll outside; if you have a treadmill available at home, take a 10-minute walking break; or try doing some of these exercises or stretches: 
1. https://eshq.fnal.gov/atwork/ih/ergonomics/
0. https://esh-docdb.fnal.gov/cgi-bin/RetrieveFile?docid=2162&filename=More%20Ergonomics%20Exercises%20for%20Office%20Workers.pdf&version=1
0. http://esh-docdb.fnal.gov/cgi-bin/RetrieveFile?docid=2162&filename=Ergonomics%20Exercises%20for%20Office%20Workers.docx&version=1 
1. Notify your supervisor and your DSO if any issues or concerns arise while working from home.



[bookmark: surface]Additional tips to avoid exposure to surfaces that could be contaminated with the COVID-19 virus
By now we are all familiar with the CDC’s recommendations to avoid becoming infected with the COVID-19 virus (practice social distancing, frequently wash your hands with soap and water for 20 seconds, cough or sneeze into a tissue or your sleeve, etc.).  Here are some additional tips to help those who are still working on-site and can be utilized by those working from home too. 
· Carry your own pen or digitally sign documents
· Stagger your work schedules with other personnel in your work area to avoid working in close proximity
· If you must work in proximity, try working in a conference room to give yourselves at least 6-feet of space 
· Wear gloves (any glove will do) when you have to touch community items (elevator buttons, phones, door handles), and wash your hands immediately after removing the gloves.  If they are reusable gloves, wash or clean them between use if possible
· Avoid touching your eyes, nose, face or mouth – especially while wearing the gloves you are using to prevent directly touching surfaces that could be contaminated
· Disinfect frequently-touched surfaces – your keyboard, mouse, vehicle door handles, steering wheel of vehicles, mobile phones, etc. 


[bookmark: alone]Working alone at the Fermilab site
If you will be working alone on-site, please make sure your supervisor/lab contact is aware that you are at the lab working alone.  Notify them before you arrive and stay in contact every hour or so via text, email or phone.  Notify them when you are leaving the lab for the day.






[bookmark: shield][bookmark: _Hlk35869416]How to clean your face shield
·  If you have alcohol available, you may use this with a Kim wipe to clean the face shield.
· In the absence of alcohol, use soap and water to wash the face shield for at least 20 seconds, each side.  Dry thoroughly. 
· Wash the face shield before using it and wash it again once you have finished using it. 



[bookmark: stop]Stop work authority
· [bookmark: _GoBack]If you observe a work activity at Fermilab that appears to pose an imminent danger to yourself or others, you shall immediately request that the activity stop.  This shall be done verbally with the personnel involved in the activity, or through the managers of the activity. 
· If you have been asked to stop an activity because it appears to pose an imminent danger you must immediately comply with the request. 
· The activity may only restart after the hazard has been abated and all involved agree that it is safe to resume. Dissenting opinions must be elevated up the management chain until a resolution is reached. 
· See Technical Appendix 2 of FESHM 1010 for full details of stop work authority, including the process for subcontractor work stops. 
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